“OFFICE OF THE YEAR" AWARDS. Harry Gardiner, senior 

general agent of John Hancock Mutual Life Insurance Co. (left), 

and O. Parker McComas, president of Philip Morris & Co., Ltd., 

(right) with the 1950 “Office of the Year" Awards presented by 

Office Management and Equipment to their companies. See story, 
page 2 
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IT’S THE 


A BIG PACKAGE 
OF COMFORT 
FOR THE BOSS 


» 


podform ALUMINUM 


COMFORT MASTER 


EW hard-working business and pro- 

fessional men realize how much 
physical and mental energy is wasted 
when they use an old fashioned and 
poorly designed office chair. 


A Goodform Comfort Master, tailor- 
fitted by five adjustments to your 
individual body, will automatically 
produce good seated posture. This will 
help you to breathe better, sit straighter 
without conscious effort, and get proper 
back support. Good seated posture will 
reduce fatigue and promote health. 


Nothing in the office is so personal as 
the chair in which you spend 15,000 to 
20,000 hours during a ten-year period. 
Contrast the cost of a good chair to your 


salary in that ten-year period. The 
— is, can you afford not to use a 
comfort Master? 


Why not try one in your own office for 
ten days without obligation? For more 
information just write The General 
Fireproofing Company, Department 
M-23, Youngstown 1, Ohio. 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 


In style, comfort and quality, 
Comfort Master is in a class 
by itself. Here are a few of its 
outstanding features: 


1. Five simple controls adjust 
to user: (1) raise or lower back; 
(2) move back forward or back- 
ward; (3) adjust angle of back; 
(4) raise or lower seat; (5) regu- 
late tilting of seat, 


2. Welded, heat-treated 
aluminum frame will not dent, 
bend or break. Cannot split, 
splinter or warp. 


3. Satin-smooth, anodized 
finish never tarnishes. Washing 
with soap and water keeps clean 


and sparkling. 


4. Foam rubber cushioning 
on seat and back is resilient, 
cool, comfortable. Retains shape 
and springiness permanently. 


5. Upholstery of buyer's 
choice — all-wool Bedford cloth 
or modern plastic-coated fabric. 
Wide selection of colors. 


6. Rugged chair irons de- 
signed specially for Comfort 
Master. Four of five adjustments 
controlled by iron. 


7. Ball-bearing casters are 
hard or soft rubber. Sockets rigid- 
ly molded into base, guaranteed 
to hold casters. 


8. Pays for itself. Prorated 
ten-year cost is under 6¢ a day— 
less than the value of one minute 
of executive’s time. Buying a 
Comfort Master is a good dollars 
and “sense” investment that will 


pay big dividends. 


fo compare the Goodform Aluminum 
Comfort Master, No. 3129, point by 
point, with any other executive chair on 
the market and see for yourself why the 
Comfort Master is the chair for you, too. 
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dial adjustments 
will set this new 


Only 2 simple 


lower dark ruler... 


Measure first fold wanted on 
upper light ruler, second fold on 


Set dials for size of folds wanted 
—setting pointer on light dial for 
first fold, dark dial for second. 


PB Office Folding Machine 


No mechanic, no tools, no experienced 
operator are needed for this new folding 
machine. Any office worker can set it up 
and run it. Handy dials adjust folder for 
paper thickness and positions of folds. The 
adjustments take only a minute. The job 
can often be done in the time used to set 
other folders. 

It will save high priced clerical time 
spent in manual folding, overtime in peak 


outside . . . and pay for itself quickly. 
High speed, fully automatic . . . this 
folder takes any size of paper from 3 x 344 


periods, the expense of having-folding done - 


to 11 x 24 inches. It makes eight basic folds 
...can double fold a letter sheet size at 
10,000 per hour. It delivers and feeds 
from the same end, saves unnecessary 
walking and reaching. 

Only 36 inches long, 18 4% wide, and 20 % 
high, it takes little working space . . . can 
be conveniently stored when not in use. 

Precision built by Pitney-Bowes to 
postage meter standards, with the service 
facilities of 93 offices in the United States 
and Canada... Call the nearest PB office 
for a demonstration . . . or Send coupon 
below for free illustrated booklet. 


A _\ Fees 


A 


Standard Fold Double Fold 
THREE of the machine’s eight basic folds 


PITNEY-BOWES, Inc., 2956 PacificSt., Stamford, Conn. 
Send free booklet on Folding Machine to: 


PITNEY-BOWES, wwe. 
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For pictures of “Y and E” steel 
office equipment, write for book- 
let No. 4002-487. There is a “Y 
and E” representative in your 
community. Call him for help in 
planning an effective office. 


“This man knows how to work” 


“Joe Martin had called on me several times asking for some of our business. 
Today I called on him to see what sort of an outfit he had. I was impressed. 
His office had an air of quiet efficiency. It was pleasant to look at too. 
This man knows how to work . . . how to get things done,” I thought 

Joe's office helped him make a sale that day—it will help him many 
more times because, like a well made suit, it shows Joe at his best. 

Your office can help you to greater success—if you plan it with care. 
“Y and E” office equipment is designed and made to fit an office that 
expresses success. It is efficient to use and pleasant to look at. 


' Also Makers of Quality Filing Systems and Supplies 
“Ug 


1045 JAY STREET - ROCHESTER 3,N. Y., U. S. A. 
OFFICE MANAGEMENT AND EQUIPMENT November, 1950 
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AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


ONE BIG difference between execu- 
tive office design today and executive 
office design of a few years ago is that 
today architects, decorators, and 
equipment people pretty generally 
work on the principle that the man 
makes the office rather than that the 
office makes the man. 


Offices for the occupancy of the 
high brass of an organization used to 
be much alike in their impersonal 
dignity—and dullness. Board chair- 
men, presidents, vice-presidents came 
and went while their offices remained 
the same. He indeed was a strong 
character who made any impression 
on the office he occupied. In most 
cases it was the other way around— 
the inflexible frame in which he 
spent his days tended to impress it- 
self on the executive, to create the 
race of bosses dignified but dull, 
sound but stuffy, which became the 
cartoonist’s symbol for the big  busi- 
ness man. 


We do things better now, in fitting 
the office to the man. As in the New 
York office of the president of Glas- 
gow Hosiery Co. pictured at the top 
of this column, a man’s individuality 
can reflect itself satisfyingly in the 
decor of his office. Good. psychologi- 
cally—and_esthetically! 
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A Simple Way To Have A Success- 
ful Employee Suggestion System, pub- 
lished by the Personnel Materials Co., 
201 North Wells St., Chicago, pro- 
vides interesting reading for any man- 
agement person responsible for the 
operation or creation of a suggestion 
system in his company. 

In the foreward of the 20-page 
booklet, author William K. Grimm 
points out that “Employee suggestion 
systems have demonstrated their 
value so convincingly in such a vari- 
ety of businesses and circumstances 


BOOKS AND PAMPHLETS 


that they are rapidly being accepted 
as conventional practice in modern em- 
ployee relations.” 

There are said to be 8,500 companies 
currently operating such systems in 
the United States. While there is no 
authoritative compilation of a national 
total as to the number of dollars saved 
through workers’ suggestions, the 
author points out, there can be little 
doubt that it runs to many millions of 
dollars per year. 

Several books have been published, 
and a national organization has been 


flourishing, to deal with the problems 
and techniques of suggestion system 
administration. Naturally, both the 
organization and the books have been 
concerned mostly with the larger sys- 
tems which cover many thousands of 
employees, Mr. Grimm says. “There 
has been what seems an unfortunate 
tendency to over-complicate matters, 
particularly as regards employers 
whose payroll numbers require only 
three digits.” 

The purpose of this booklet, Mr. 
Grimm says, “is to treat the basic 


“ONE 


r Your Office Sipgilees... 


Call brings All the Best! 


Remington Rand is supreme in the 
field of office supplies...supplies that 
help you get the most from your 
office machines! 


Patrician... the non-curl carbon paper 
makes original-like copies on all typewriters! 
There’s a Remington Rand carbon paper 
for every typing requirement. 
Nylex, the all nylon typewriter ribbon .. . 
insures sparkling, clear impressions . . . it 
lasts longer and produces consistently better 
results. 


Line-a-time Copy Holder .. . the natural- 


line-of-vision typists’ aid. 

A demonstration will convince you of 
how Line-a-time will simplify, ease and in- 
crease typing speed with accuracy. 


Proce! Stencils produce quality copies. 
Ideal for Letters, Bulletins ... all types of 
stencil duplicating work. Stronger—with the 
exclusive plastic coating, Procel is especially 
suited to illustrated stylus work. 


Plastiplates —for offset duplicating in your 
office! Direct Image and Photographic Plas- 
tiplates with their patented plastic surface 
give you superb reproduction, longer runs, 
and greater uniformity. 


FREE... Get a free analysis of your 
supplies needs. For a specialist’s advice 
on carbon paper, inked ribbons, stencils 
and Plastiplates call your Remington 
Rand Business Equipment Center . . . 


Flemington. Bland 
ow € 
Remington Rand Business Machines & Supplies Division, 
Room 2828, 315 Fourth Ave., 
CO | would like a free analysis of my office machine supplies needs. 

Please send me literature on the following: 
() Carbon Paper () Typewriter Ribbon [) Line-a-time Copy Holder [) Proce! 
Stencils () Plastiplates ... both Direct Image and Photospeed. 


New York 10, N.Y. 
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suggestion system with the simplicity 
it deserves in nine out of ten cases. 
“It is not our intention to tell a large 
multi-plant company how to install 
and operate a suggestion plan. Such 
a company needs a full-time profes- 
sional, and maybe a staff of assistants 
as well, to handle the operation, which 
is necessarily far more elaborate than 
the things we shall talk about here.” 

The booklet is available without 
cost to anyone who requests it, giv- 
ing company connection. 


New Provisions—Revenue Act of 
1950, prepared and published by Com- 
merce Clearing House, 225 North 
Michigan Ave., Chicago, is a 96-page, 
pocket-size book which contains ex- 
cellent source material on recent im- 
portant changes made in the federal 
tax system. 

This valuable booklet lists and ex- 
plans new provisions, individual in- 
come tax, new corporation rates and 
other provisions, circulation expendi- 
tures, capital gains and losses, stock 
options, personal holding company in- 
come, excise taxes, and many other 
types of information of interest not 
only to the corporation but to the indi- 
vidual as well. 


The third edition of the Fiberglas 
Bibliography, an 88-page volume of 
annotated references to _ selected 
articles which have appeared in the 
nation’s press, has been announced by 
the Owens-Corning Fiberglas Corp., 
Toledo O. 

Copies of the bibliography are being 
sent to more than 400 libraries in the 
major cities, colleges, and universities, 
and to several listing and library serv- 
ices as well. 

The bibliography is available with- 
out charge to engineers, technologists, 
research investigators, and college and 
university students on request to the 
public relations director of the com- 
pany at the address given above. 

The bibliography provides a ready 
reference medium to material pub- 
lished about Fiberglas products, ac- 
cording to Edward C. Ames, public 
relations director, who compiled the 
volume. 

Use of Fiberglas products docu- 
mented in the volume include applica- 
tions in refrigerators, heaters, forced- 
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keeps selling us every day 
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© Markem Machine Company started with 
Aupocrapu for streamlining dictation and corre- 
spondence handling; discovered other AUDOGRAPH 
uses. Now AUDOGRAPHS accompany officials on 
trips to the field. Recorded discs are mailed to the 
home office for instant action. Markem also uses 
AuboGRAPH to record sales meetings, conferences, 
telephone conversations. “The versatility of the 
Aupocrapi Soundwriter keeps selling us every 
day!” says Mr. Putnam. 


says Claude Putnam, Pres., 


“The versatility of AU D () f R A P H Electronic Soundwriter 


|“ 


Markem Machine Company 


Keene, N. H. 


In addition to heading the Markem Machine 


— 


Company, Mr. Putnam is this year's president of 


: BN the National Association of Manufacturers. He 


with AUDOGRAPH 


You too will welcome this small, compact elec- 
tronic servant that permits you to work as fast as 
you can think. Your business—no matter how small 
or large can save effort, money and time, starting 
today! Use the convenient coupon now and step up 
the tempo, efficiency and output of your office or 
profession. 

Made by The Gray Manufacturing Company — 
established 1891— originators of the Telephone 
Pay Station. 


GAUDOGRAPH 


oe THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


AUDOGRAPH sales and service in 180 principal 
cities of the U.S. See your Classified Telephone 
Directory under “Dictating Machines,” Canada: 
Northern Electric Company, Ltd., sole authorized 
agents for the Dominion. Overseas: Westrex Cor- 
poration (export affiliate of Western Electric Com- 
pany) in 35 foreign countries. 


TRADE MARK “AUDOGRAPH"™ REG. U. 6. PAT. OFF. 


is alert to better ways of getting things done. 
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ELECTRONIC 
SOUNDWRITER 
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ON A 


Davidson 


FOLDING MACHINE 


‘ oa »w of the folds produced 
That’s because one girl with a Davidson can do ey a 


the entire job . .. fold your monthly statements, 
form letters, advertising literature, bulletins, 
etc. at a fraction of the cost of manual folding. 
Any girl can easily operate a Davidson and 
do the work of from 10 to 20 girls. No over- 
time .. . no upset office routine . . . no delayed 
‘ mailings. It makes a variety of parallel folds 
. .. handles light and heavy paper from 3” x 
8” to 10” x 14”. Sturdy, precision construction. Automaticcontinuous load 
And ... even though you use it but once a ae Ae may 
month it will quickly pay for itself. haonagling operation. 
Write for our new “fact book” on folding 
costs. See how much you can save. 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1038-46 West Adams Street, 

Chicago 7, Illinois 


Table model also available 
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warm air furnaces, reinforced paper, 
wire and cable, insulated shipping con- 
tainers, automobiles, trucks and trail- 
ers, and aircraft. 

The first and second editions of the 
bibliography were published in 1945 
and 1946. The second edition listed 
393 references to material in 208 pub- 
lications, the third lists 710 references 
to articles in 338. The volume con- 
tains indexes of publications cited, 
authors, and applications and uses. 


Manpower Planning for National 
Emergency is the title of a 68-page 
report prepared by the Policyholders 
Service Bureau of the Metropolitan 
Life Insurance Co., 1 Madison Ave., 
New York. 

It is one of a number of studies 
published by the Bureau. These re- 
ports are the outgrowth of consulting 
and advisory services available to the 
organizations that insure their em- 
ployees under Metropolitan Group 
policies. 

With the growth of group insur- 
ance came demands for special infor- 
mation—first on problems relating to 
health and safety of employees, and 
then on other problems of industrial 
relations and related management 
questions. This report, believed to be 
of wide interest, is offered to group- 
insured companies generally. 


Records for Profitable Hotel Man- 
agement is the title of a new 26-page 
brochure published by Remington 
Rand, Inc., 315 Fourth Ave., New 
York, and available from them by 
specifying booklet X-994. Prepared to 
show the “other side” of good hotel 
management, thi§ booklet highlights 
the record-keeping procedures and ad- 
ministrative controls which keep Cin- 
cinnati’s Terrace Plaza Hotel operat- 
ing at maximum efficiency at all times. 

Although the “creative manage- 
ment” system is actually used for both 
the Terrace Plaza and the Nether- 
lands Plaza Hotels, the booklet itself 
deals specifically with the installation 
of record-keeping equipment in the 
Terrace. 

Particular emphasis is placed on the 
management engineering service that 
established the “responsibility con- 
trols” for each phase of the hotel’s 
operation. Proper systems were de- 
signed for the control of inventories, 
credit records, purchasing records, in- 
spection and maintenance records. 
Other phases of the administrative 
control include reservation and guest 
history records, micro-filming of ac- 
tive records, and even record protec- 
tion equipment to guard against any 
fire or other type of disaster that 
might threaten the loss of the original 
records. 

The booklet is to become the cor- 
nerstone of a widespread and inten- 
sive promotional campaign directed 
towards the hotel market, said to be 
the second largest in the country. 

According to Remington Rand, two 
detailed research releases have been 
prepared for their sales representa- 
tives which will permit them to an- 


November, 1950 


4 a Be 


a ‘ ‘ i ‘ F . 
me : 
ae 3 ety 
é -_ W6S ——— ™ 
i, ' i 22 a i 
: ¢ x - i 
.7 = FOLD AUTOMATICALLY, PS ie 
e ' 5 4 ; — if - <& ; End ; i ‘ J a X, ‘ 
2 % E as) ees | ay Re = . ns Y 
aa & ry pa ee 
* 4 a f aid 4 A eae , a | 
: “ihe oa a . & 
: : ae % — 
fs > — 
4 ; . 3 a 7 q 4 — i oS | 
pe : , . ee : ee , ae: = # iy ‘ | 
F ee a a (ra ss os cee | 
— 2 “7 ‘| “ pe : + * 
i, - on : 4 e gee m 
. Be ; } ee =i 
‘ . a 4 es a 
‘‘- fe ‘ Pe j # al | 
‘ | ee ) | 
| 
K 
 h 
= “ 
< 
ae ; 
i 
Fn. Pa ae | 
ts , 
tg Re a 
oe . 
sa 7 ; 
> ae ‘ . i a tiene Z : 
3 - 2 Ae ae: ¥ a tae Ba. 


aper, 
con- 
trail- 


f the 
1945 
listed 
pub- 
ences 
con- 
cited, 
S. 


‘ional 
-page 
ders 
dlitan 
Ave., 


udies 
e re- 
ilting 
0 the 

em- 
‘Toup 


nsur- 
infor- 
ig to 
. and 
istrial 
‘ment 
to be 
roup- 


Man- 
-page 
ngton 
New 
n by 
‘ed to 
hotel 
lights 
id ad- 
. Cin- 
perat- 
times. 
inage- 
- both 
ether- 
itself 
lation 
n the 


on the 
> that 
con- 
1otel’s 
e de- 
tories, 
Is, in- 
cords. 
trative 
guest 
of ac- 
rotec- 
st any 
- that 
riginal 


e cor- 
inten- 
rected 
to be 
ry. 
d, two 
been 
‘senta- 
to an- 


1950 


A COPY OF THIS MORNING’S 
CONFERENCE DECISIONS 
ON EVERYONE’S DESK?” 


“THREE O'CLOCK! I’LL TYPE 
MY NOTES DIRECTLY ON 
MASTER SHEETS AND 
RUN OFF COPIES ON 
HAMMERMILL DUPLICATOR PAPER.” 


SMART GIRL! She knows that the quick way to 
turn out several copies of a report for office distribution is to use the 
duplicator . . . and Hammermill Duplicator Paper. Only one typing 
and checking is required .. . and every copy that’s run off is 
accurate and readable. 


Hammermill Duplicator works well on both spirit and gelatin 
machines. And when used with Hammermill Master Paper on 
the spirit duplicator it gives highest readability with a saving of 
contact fluid. Available in white and 5 pleasing colors. 


Test Hammermill Duplicator in your own office FREE! Mail 
coupon for 190-sheet Test Packet with Master Paper samples and 
a sample book. If you’d like, we’ll also send you a 
copy of ‘Duplicator Facts,’”” Hammermill’s book to 
help you avoid or cure running troubles on your 
duplicator equipment. 


* * * 


Look for the watermark... 
it is Hammermill’s 
word of honor to the public 


FREE | / 100- SHEET 
TEST PACKET 
OF HAMMERMILL DUPLICATOR 


with Master Paper Samples 
Send Coupon Today. 


5 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 


Hammermill Paper Company 
1471 East Lake Road, Erie, Pennsylvania 


Please send me —F REE —the 100-sheet Test Packet of 
Hammermill Duplicator with Master Paper samples and a 
sample book. Check here () if you’d like a copy of ‘‘Duplica- 
tor Facts.” 


HAMMERMILL 
DUPLICATOR 


FOR SPIRIT AND GELATIN MACHINES 


Name 


Position 


(Please attach to, or write on, your business letterhead) M-Nov 
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swer any and all questions which 
might be raised by hotel management 
officials throughout the country. 


The Light Side of the News, a 
monthly publication of the Smithcraft 
Lighting division of the A. L. Smith 
Iron Co., Chelsea, Mass., is available 
to those who request same in a letter 
to Robert Aronson at the above 
address. 

The house organ is sent each month 


BOOKS AND PAMPHLETS 


The booklet presents costs broken 
down in detail and clearly substanti- 
ated by charts and tables relating to 
the creation and operation of files. 
Performance statistics from operating 
files are summarized, characteristics 
of equipment reviewed, and simple cri- 
teria developed to assist management 
in appraising the cost and perform- 
ance of their own files. 

The booklet has a complete bibliog- 
raphy and draws pertinent material 


to 8,000 architects, electric utility com- 
panies, and others interested in and 
concerned with lighting. 


from authoritative sources in the field, 
among them the National Records 
Management Council, Research Insti- 
tute of America, and the Office Exec- 
A Yardstick of Filing Cost and Effi- _utives Association of New York. 
ciency, is the title of a handbook pub- 
lished by Remington Rand, Inc., 315 
Fourth Ave., New York, and obtain- 
able from them at no cost. 


A helpful new booklet on Parcel 
Post shipping methods has been pre- 
pared and is available without charge 


sae Z re vee ASAT I Ee 


New 


mailMaster_ 


ne 
mie 
no a 


ELIMINATES 
3 MAIL 
HANDLING * 
DEVICES 

10 OPEN, 

SEAL AND 

STAMP 
YOUR MAIL! 


| ae Ri SiR EIN ona 


7 new mailMaster saves precious time 
and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 


4 


Only S52? 


MAIL THIS COUPON NOW! 


DO te ea 


COMMERCIAL CONTROLS CORPORATION 
Dept. OM, Rochester 2, N. Y. 


postage. 

It’s easy to operate. To open envelopes, | 
simply insert the envelope in the machine, | 
press down a lever and zip . . . it’s opened! To | 
seal envelopes uniformly and thoroughly, en- | 
velope flap is drawn across a convenient re- | 
cessed table-type sealer. To affir postage, | 
simply press down on the plunger and a stamp | 

| 
| 
| 
| 


0 Send literature and name of my nearest 
representative. 


© We would like a demonstration. 
0 Send mailMasters and bill us. 


($52.50 each, plus federal and local taxes 
F.0.B. Rochester). 


is automatically and securely affixed. Holds 
500 stamps. 


NAME 
All-steel construction. Soft gray wrinkle nan 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 61% lbs. ADDRESS. 
Available at Commercial Controls offices in | gysiness. 
principal cities—listed in telephone directories. L——-—-—---————————~—-—4 
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from Pitney-Bowes, Inc., Stamford, 
Conn., manufacturers of mailing ma- 


chines. Illustrated with 24 “before 
and after” pictures, it shows “definite 
ways to save on postage and handling 
costs.” 

The photographs and captions 
demonstrate the modern way to “pre- 
vent waste and inefficiency, and save 
the needless costs involved in out- 
moded methods of handling Parcel 
Post.” 


Curtis Lighting, Inc., 6135 West 
65th St. Chicago, have available a 
new two-color, 16-page bulletin on the 
Coronet, a new series of fluorescent 
luminaires designed for offices and 
institutions. 

A most complete and descriptive 
bulletin, it may be obtained by writ- 
ing to the company direct, specifying 
bulletin No. 2413. 


Equipment, forms, and systems, all 
designed to “make bookkeeping ma- 
chines more useful,” are illustrated 
and described in the new 119-page 
catalog No. 888, issued by the Le- 
Febure Corp., Cedar Rapids, Ia., and 
available upon request. 

The spiral-bound catalog presents 
for the first time, full information on 
such products as posting tray-binders, 
posting stands, machine bookkeeping 
desks, housing units, files, teller units, 
tub and bus units, safes, forms, index- 
ing, unit tax systems, vertical sorters, 
and ledger binders. 

In addition, each product is clearly 
pictured, and each is numbered for 
ordering purposes. 


GARAGE vs. ATOM BOMB 


The current international uncertain- 
ty is liable to make sub-surface park- 
ing garages an even more desirable 
feature of new office buildings. Such 
on-premises parking facilities, with an 
extra design fillip or two, will double 
nicely as atom bomb shelters. The 
trend recently has been toward this 
arrangement—induced, of course, by 
the growing parking problems in most 
major cities around the nation. 

Madison Ave., between 38th and 
39th Streets, in New York, is the site 
of a projected 21-story office building 
that will have a sub-basement garage. 

Although construction features of 
the parking area are not specified, it 
will be designed to serve the building 
tenants as a bomb shelter—and will 
have space for housing 125 automo- 
biles. 

According to Brown, Harris, Ste- 
vens, Inc., agents for the building, 
the shelter should prove completely 
safe, barring a direct hit. 

Sylvan Bien, architect, designed the 
structure which will have a total area 
of 373,000 square feet above the 
ground floor. 
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MO 
KE ANAGERS— € (90% of all fountain pen troubles* 
orFice M anes AGENTS are due to air-thickened ink ...99% 
cHAS say FOUNTAIN PEN AUTHORITIES 


* 
¥ 
43 


Try New 100,000-Word 
Pons Bottle at Our Expense 


clog up or even ruin your pen be- 
cause it has been dangerously thick- 


ened from frequent exposure to air. ‘ ! . This amazing offer made solely to 
You equip your office force with Seah induce you to try the bottle that 

these handy bottles holding % of an eee 

ounce of fresh ink. Then refill those ts holds ALL THE INK OFFICE 


bottles with the large size Penit bottle 


that holds one Fifth and is designed Ke : > WOR KERS CAN KEEP 


aa 

with smaller diameter so office girls ea. Pe: bag 

can easily handle and pour from it. te Aiea 
Throw away old. air-thickened ink . ‘ 4 


HERE IS A NEW DESK INK CON- 
TAINER that remarkably improves 
fountain pen performance. 


This new container—Sanford’s 
Penit Bottle—is the size bottle that 
fits in the desk and holds just the 
amount of ink you need and can keep 
fresh. It maintains fountain pens at 
peak performance because it always 
provides fresh ink—not ink that may 


today. Write us on your letterhead 
and we'll immediately ship you three 
Penit Bottles absolutely FREE. Your % 
executives will want to try Penit, so Be ae 
we recommend that you pass these as 
bottles along to them. When writing, 

be sure to specify color preference. 


Office Managers! Purchasing Agents! 


. Write on your business letterhead to- 
Tests show that only 2 out of 6 leading day and receive 3 desk-size bottles of 
brands of blue-black ink are permanent when Penit Fountain Pen Ink FREE! 

exposed to time, light or moisture. 


Be sure to specify Ss. Comes in 9 OR OO 


Violet « Green 


Cardinal Red 
Woshoble Blue 
BLUE-BLACK Royal Blue « Black 
when you want a PERMANENT ink Blue-Black * Brown 
DuBonnet 


Specify color preference. 
@ SANFORD INK COMPANY, Bellwood, Illinois ¢ New York: 500 Fifth Avenue 
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Does Your Office 
Put Your Best Foot Forward? 


As you walk into your office some morning try to see it as a 
guest would . . . perhaps a valued customer. Does it reflect busi- 
ness efficiency and success with that right touch of warmth and 
friendliness? That is exactly what a CRESTLINE Office by 
Security will give you and your guests. You will also find an en- 


tirely new experience in the design-planned efficiency of your 


CRESTLINE Office. 


MSF-60 CRESTLINE Flat Top Desk 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 


THE PRESIDENTS TELL "ALL" 


The American Institute of Manage- 
ment, 50 Washington Mews, New 
York, in a recent issue of its house 
organ, The Corporate Director, dis- 
closed the results of a study it made 
of the chief executives of 204 leading 
and “excellently managed” companies. 
The first such study of its kind in 
American history, the information 
gathered, in terms of education, birth- 
place, age, and stock interest and 
compensation, proved to be highly in- 
teresting. Of the 238 companies inter- 
rogated, 204 fully answered the Insti- 
tute’s questions concerning their presi- 
dents. 

As to education, a most significant 
fact which emerged from this study is 
that 25% did not go to college. Of 
those that did receive college educa- 
tions, the report showed that Eastern 
colleges in general supplied over 42% 
of the chief executives. 

Other interesting statistics gleaned 
by the Institute reveal that the age of 
the average president is less than that 
of the average director. The average 
age of the 204 presidents is 58 years, 
with none under the age of 40, and 
less than one-half of one percent over 
the age of 80. 

The study also revealed that it is 
demonstrable that size of personal 
stockholdings by the individual execu- 
tive, measured by the market value of 
holdings as of close of business in 
1949, bears no relationship to size of 
salary. Of the first twelve companies 
in order of size so far as amount of 
presidential gross remuneration is 
concerned, only one is included in 
the first twelve companies over which 
the president has a direct or indirect 
fiduciary responsibility for substantial 
holdings of his company’s securities. 

Out of the first twelve companies 
arranged by size of president's salary, 
seven are in heavy industry; five in 
light. Salaries and bonuses combined 
average $119,065 per president, and 
range from over $598,051 down to a 
low of approximately $24,180. 

The American Institute of Manage- 
ment is a non-profit foundation broad- 
ly empowered by its charter to “pre- 
mote, carry on, conduct, and foster 
scientific research, education, training, 
and publication” in the fields of 
finance, economics and government 
administration. 

Officers and directors of the Insti- 
tute are J. Edward Johnston, Safe 
Deposit & Trust Co. of Baltimore, 
chairman of the board; Jackson Mar- 
tindell, New York, president and 
treasurer; Alfons B. Landa, Davies 
Richberg, Beebe, Landa & Richardson, 
Washington law firm; R. Carter Ny- 
man, Yale University, and Ordway 
Tead, Harper & Brothers, New York. 


LETTER WRITING CLINIC HELD 


Writing letters is considered an “ex- 
ceedingly important part of business” 
at the Hickok Mfg. Co., Rochester, 
N. Y., where a 12-hour “letter writing 
clinic’ has been instituted as part of 
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Known by all...and always wanted. Complete 
Morris desk equipment still leads the field! 


“ee EQUIPMENT 


e 
Many famous users of Morris desk sets have 


their seals or emblenis imprinted in gold. 
o 


MORRIS FOUNTAIN PENS. A mark of dis- 
tinction. The utmost in writing efficiency 
with streamlined, smart appearance. A 
balanced pen for long hours of comfort- 
able writing...has 5 different quick 
“thread-in” replaceable points for every 
purpose. Choice of eight colors. 


MORRIS DIP SET. The “all-’round” writing 
implement. Same Morris quality and 
appearance. Satisfies routine workers and 
demanding executives alike with instan- 
taneous, efficient, smooth writing. No 
refilling or flooding...holds many months 
supply of ink. Choice of nine colors. 


MORRIS MEMO PADS. A “must” on every 
desk ... for the home phone too. Paper is 
readily accessible,.yet always kept neat 


caisciauicee= Qesk equipment does “double-duty” 


ners. Plenty of room for imprinting here. 
Excellent premium or advertising spe- 


cialty. Choice of matching colors. The quality of Morris desk equipment exceeds 
that which is merely grand: 


“DOUBLE-DUTY” either as individual 


items or...a “Morris-matched” desk set, the sign 


MORRIS LETTERTRAY. Masterfully designed 


dell cata Gis. coe eas, of an efficient executive. The complete desk setting 

¥ int J si 1 1 “«“< > 

peeahes cit cecaes ties the aaa tee shown, pen set, memo pad and holder, “lettertray” 

ee oy ee and ash tray, retail for little more than the cost of 

tiers are quickly added, either letter er One higher priced, yet comparable fountain pen set. 

egal size. 7 

. Quality, efficiency and years of service have 
made Morris desk equipment the choice of exacting ,,,, MORRIS PHONE REST 
business men. holds the phone in place without 


crimping your shoulder or strain- 
ing your neck. For the Executive, 


MORRIS-MATCHED DESK SETS the Secretary or the home. Have 
MORRIS ASH TRAY. The executive ash tray ands free, saves time, makes 
that’s plenty large enough for the heavy THE SYMBOL OF GOOD TASTE IN DESK EQUIPMENT life easier. Perfect as a premium, 
smoker, yet easily fits most every desk 
—perfect for the conference table. Glass 
liner is removable for quick cleaning. 
Sturdy STYRON base is available in 
grained Walnut, Mahogany, the new 


— or Bronze to match newest The BERT M. ORRIS co. 


4 8651 W. Third St., Los Angeles 48, Calif. 
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Most Convincing Adding Machine Offer Ever! 


Clary 


GUARANTEES 
TO DO YOUR 


WORK 


FASTER! 


We are so sure the Clary can do your work faster than any other adding 
machine that we make this offer to users of 25 or more machines: If one of 
your operators can’t do your work faster on a free-trial Clary than on her 
present adding machine, we will pay her salary during the week’s trial period. 

We make this daring offer to show you that the all-electric Clary, world’s 
fastest adding machine, is engineered on an entirely new principle that 
gives it an operator’s speed up to 48% faster than other makes. For you, 
this means more work output, lower office overhead. Prove it for yourself! 
You or your own Methods Department will be the judge. Mail the coupon 
now or call the Clary representative listed in phone book yellow pages. 


Fe 


ONE TOUCH on handspan keyboard 
enters an entire item, eliminates 4 to 5 
motions on every figure printed. Exclu- 
sive thumbadd baracross bottom makes 
this practical. Less operator fatigue... 
greater durability and longer life. 


HERE’S PROOF of the Clary’s greater 
work capacity. Two-minute test (pic- 
tured above) against next fastest ma- 
chine dramatizes extra work Clary can 
do for you. Clary spins out 188 printed 
items a minute. 


Clary ae your work faster 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 


Clary Multiplier Corporation, 
Dept. OM-1 
San Gabriel, California 


C] Please tell me how I can take 
advantage of your revolution- 
ary new Comparison test plan. 


Cc Please send me Free booklet, 
Time, People and Equip- 
ment.” 
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Address__. 
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the company’s employee training pro- 
gram. 

The idea of the training program 
came from the company’s junior board 
of directors, and was promptly ap- 
proved and activated by Ray Hickok, 
president. 


The company pays time-and-a-half 
overtime for hourly employees who 
stay after hours to take the letter-writ- 
ing and other courses established, un- 
der the direction of Herbert Watkins, 
director of training. The course is 
compulsory for all supervisors who 
deal with customers, particularly those 
handling orders. Text and style books 
are provided. In addition to super- 
visors who dictate the letters, stenog- 
raphers, secretaries, and typists take 
the course. 


Most important part of the entire 
course is the work done with fore- 
men, according to Mr. Watkins. Some 
100 foremen in the plant are divided 
into groups of twenty to hold weekly 
forums on human relations, safety, 
business education, time and motion 
studies, and even public speaking. 

The company cooperates with the 
New York State Apprenticeship Coun- 
cil in the firm conviction that appren- 
tices constitute the “best possible pool 
from which to fish future managerial 
material.” 


EMPLOYEES’ SERVICES 
RECOGNIZED 


Special awards for employees with 25 
years or more of service is a newly estab- 
lished part of the service recognition pro- 
gram recently established by the North- 
western Mutual Fire Association, Seattle, 
Wash. 

At the inauguration of the program, 
L. D. Brill, president, stated that one in 
six of all the Northwestern’s employees 
has been with the company for 15 years 
or longer. “The awards that are being 
made now, and the record for long-time 
service that has been established, are elo- 
quent testimony to the stability of the in- 
surance industry. What is more, they 
demonstrate that the Northwestern’s ex- 
tensive employee benefit program is a 
strong factor in reducing employee turn- 
over.” 

A special presentation to veteran em- 
ployees was made at a recent meeting of 
the board of directors. Thirty-eight mem- 
bers of the home-office staff of the com- 
pany, each with 25 years or more of serv- 
ice, received gold watches or five-piece 
silver tea sets in an impressive ceremony. 
Presentations were made by Alfred Rode, 
vice-chairman of the board and general 
counsel, and President Brill. 


During the presentation ceremony, Mr. 
Rode spoke strongly of the value of this 
group of employees. “Although it does 
not appear in the Northwestern’s financial 
statement, the experience and mature 
judgment of its employees is one of the 
company’s real assets.” 

Fourteen employees in field offices will 
receive similar awards at department 
headquarters in various parts of the 
United States and Canada. 
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No. 4702 Side Chair 


November, 1950 


The seating you’ve been needing 
| for your office and reception 
OU vé room. The comfort and efficiency. 

The color and clean-lined 
attractiveness. The stamina. It’s 
all Royal, your convenient 
single source of prestige-designed 
furniture for every office 
eén situation. Individual piece or 
complete installation, the Royal 
way is the right way to buy. 


+ All models available in choice of Royal's 
n i q q guaranteed upholstery materials and finishes. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING COMPANY 


175G NORTH MICHIGAN AVENUE + CHICAGO 1 
New York + Los Angeles + Preston, Ontario 


*This new ROYAL Trademark is replacing the famous Royalchrome and Royalstee!l trade names. 
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what could be simpler than AS THE PURCHASERS SEE IT 


(This report of the National Associa- 
tion of Purchasing Agents Business Sur- 
vey Committee, issued November 1st, is 

the composite opinion of the Committee, 
E -Z-OUT FORMS chairman of which is Robert C. Swanton, 
Winchester Repeating Arms Co., Division 
of Olin Industries, Inc., New Haven, 
Conn.) 


CONDITIONS 


PURCHASING EXECUTIVES report 
that October, for the second consecutive 
month, recorded a slowing-down in the 
pressure to book new orders. Further 
growth of future production commitments 
is reported by only 33%, compared to the 
top of 80% in August. 52% continued to 
maintain their high level of bookings, 
| while 15% report some liquidation of the 
peak back order position. New military 
business increased during the month, but 
volume was not sufficient to cover the 
decline of new civilian orders. 

Production trends, which usually lag 
behind the trend of new orders, turned 
down in October. Increased production 
was reported by 45%, compared to 72% 
in August and 65% in September. In the 
heaviest swing since March, 10% report 
lower production. The trend is being in- 
fluenced by seasonal conditions, shortages 
of materials, and a smattering of small 
strikes throughout the country. So far, 
priority orders have not had much im- 
pact on industrial schedules. They are 
largely concentrated in the metals and 
metalworking industries. 

Prices continued the inflationary trend, 
but the force seems to be declining. In- 
dustrial inventories were down again. 
Employment is leveling off at the high 


GENERAL BUSINESS ( 


. ° rate of the year. Buying policy is un- 

un unit sets eee changed, being scheduled to cover only 
planned requirements. | 

For handwritten or typewritten records | Purchasing Agents, endeavoring to 

e One quick motion separates carbons and forms weigh “ed — = — omg 

= May be held intact fer later entries ment stock-piling of critical materials, the 


use of priorities and credit restrictions, 
are extremely cautious in forecasting con- 
ditions for the immediate future. 


e Single copies may be removed 
e All styles, standardized and custom 


° ° COMMODITY PRICES 
or continuous untt sets | 


The price structure continues to climb, R 
+ For machine writen records Se ee ee ee 
e All E-Z-Out advantages—in linked sets ae E 


P as raw materials have not moved appre- 
¢ Forms feed themselves . . . typist only types ciably during October. Escalator clauses 
e No realigning, no carbon fuss 


are becoming more common. No reduc- 


© Sets linked in packs of 500 or more tion is reported in the premium prices 
being exacted for aluminum, copper, zinc, 
P nickel and steel. Easing in these gallop- 
pe e free nap megane call ae Uarco —- wall ing markets may be near, however, as 
sentative. For tree samples, send coupon below. the force of credit limitations reaches 
o et back to the point of production. 
a 
3 UARCO Incorporated YT 
141 West Jackson Boulevard INVENTORIES 
N Chicago 4, Illinois Industrial inventories went substantially 
CD unit set forms lower in October—in many instances, be- 
; Please send me samples of E-Z-Out - _otienens unit got foes low safe operating stocks. Slow and ex- 
Business Forms 


tended deliveries of critical materials have 
put many industrial consumers on a day- 


in ate oe a ae Name.... 


eee ee Pee CCC CSCC CC eC eC ee ee eee eee eee eee ee ee ee eee 


Factories: Deep River, Connecticut; MINS oot teehee tok Code vg anavaseckausmes cuneade sa to-day basis and are causing increasing 
Siicaso Illinois; Cleveland, Ohio; maladjustments in inventories. Expediting 
akiand, California. ° ° ; ° 
Seles Representations tn all principal cities, CMP+++++0+sessssscccccessssceseceesenes itiiiniea is now a major function of purchasing. 
5 — (Turn to page 19) 
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Comfort’s the secret of Emeco’s new line of 
aluminum Posture Chairs. Sales this year are 


Steno Posture Chair—Perma-mold 
base. Foam rubber cushion. As illus- 
trated or in regular posture back. 


higher than ever before—proof that Emeco 


Comfort pays off. Tests show these Posture 


Chairs can increase worker efficiency by as 

much as 30% —which means two, three, four or more hours of extra work 

per week from each employee. Emeco Posture Chairs have proven strongest 
of all aluminum chairs by an impartial 


scientific laboratory. Their cost can 


AT5 O'CLOCK... 


deta be amortized over 25 years or more! 
Nothing tires your 


secretary more than Get full information on how Emeco 
an old-fashioned chair : 
with a hard seat and can pay off for you. Write today to: 
stiff back. . . Emeco 
EMECO CORPORATION, Dept. O-11, literature 
‘ describes 
Hanover, Pennsylvania. complete 


20-Year Guarantee! 


AND AT 3:30... Your 
work suffers too, unless 
you're comfortable. 

Read about 5 o'clock fatigue 
and the 3:30 slump... 


The frame and base of every Emeco aluminum 
Posture Chair are guaranteed for 20 years and if 


the covering wears, EMECO will re-cover your 


chairs at a nominal cost. 


Read about EMECO'S 
amazing aluminum Posture 
Chairs as advertised in 
Business Week and other 
publications. 


EMECO CORPORATION 
HANOVER, PA. 
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a 
ss 3 w of the practical topics. 
| this 40-page booklet discusses 


kh 
‘@ How fo cut out waste mofion 


© How to multiply your floor space 

"© Follow-up systems that work 
®@ Filing to find with speed and accuracy 
© When to cross-reference 

~-@ When to file by location 

. : x ; ° When to file by subject 


Yes, you can save real money by having just the right filing method 
in every department of your business. For the major part of filing 
cost is clerical time—and the methods detailed in this book can cut 
clerical time appreciably —for you. 


In short, here ready and waiting for you is the concentrated experi- 
ence in filing of Remington Rand . . . for 58 years the world’s leader 
in filing systems and equipment. You can’t afford to be without 
your copy. Use the handy coupon—now. 


ou can Cut your clerical costs 


with BETTER FILING! 


Send” 
for this 


FREE 


Remington. Brand. 
THE FIRST NAME IN BUSINESS SYSTEMS 
Management Controls Library, Room 1928, 315 Fourth Avenue, New York 10 


Yes, I’d like to have a copy of your book on filing, LBV 396. 


peewee ee se eee eeeeeeseseseeesseses cs BAUS s cee cer seereseeseseoens 
wrrrrrrr rr ee eee eee eee ee eee eee ee eee eee eee ee eee) 
eee eee BOOHER HEHEHE HEHEHE HEHEHE EHH EHH HEHE 


wTrrrrr rrr eee eee eee ee eee LU. | Pee eee eee eee 


Remington Rand Inc. 


4 Booklet 
Today 
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Conversion to substitutes is reported 
risky; for, today’s substitute may become 
tomorrow’s critical item. 


EMPLOYMENT 


The over-all picture shows continuing 
high employment. Payrolls appear to be 
leveling off at the top rate of August. 
Skilled workers are hard to find. There 
is some shifting into defense factories. 
Some relief can be expected, as agricul- 
tural workers move into industry this 
winter. Where materials are available, 
many plants are increasing the work 
week. 


BUYING POLICY 


There has been no change in buying 
policy during the past month. Seventy 
per cent are able to keep their principal 
buying range within 90 days. The other 
30% are predominantly on a four-month 
schedule, with a few going on up to six 
months. Very few have had to reduce 
or cancel orders to bring inventory and 
commitments within the limits prescribed 
by N.P.A. Buyers are critical of sup- 
pliers who, havng established voluntary 
allotments, are insisting on reducing them 
by the amount of any priority orders sub- 
mitted by the purchaser. 


SPECIFIC COMMODITY 
CHANGES 


Prices edged up this month along a 
wide front. The most important ones 
were bearings, benzol, brass, butyrate, 
cadmium, chemicals, containers, cotton, 
dyestuffs, electrical equipment, fuel oil, 
pig iron, machinery, paper, plastic mold- 
ing, rubber, steel products, textiles, tin, 
tungsten. 

A few were down: Used cars, building 
materials, some clothing, food products, 
some lumber. 

Hard to get: Alkalies, aluminum, brass, 
cadmium, cement, containers, copper, bet- 
ter grades of lumber, nickel, pipe, soda 
ash, steel, tin, wire, zinc. 


CANADA 


During October, new orders and pro- 
duction increases were stronger in Can- 
ada than in the United States. Prices 
were up all along the line. Inventories 
were higher. Employment rate a little 
lower, mostly due to seasonal conditions. 
Buying policy is extending beyond the 
average United States range. No inven- 
tory controls and no priorities, as yet. 
Open market for Canadian exchange is 
expected to be favorable for dealing with 
the United States. 


THE PROBLEM OF PENSIONS 


Pension liabilities, “now largely un- 
recognized in formal accounting state- 
ments,” will place a mortgage on indus- 
trial concerns which will have to be paid 
before any benefits can zo to stockholders. 
This is the opinion of Dr. Paul Kircher 
of the University of Chicago School of 
Business, writing in a recent edition of 
the Journal of Accountancy. He believes 
that pension obligations will soon have to 
be shown in financial reports and that this 
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Machine facility! Kant-Slip forms speed tabulating of 11 order- 
booking, billing, shipping copies from the same cards. 


AUTOMATIC LINE 


Too much costly clerical work? Too little usable information, too 
late, for operating efficiency? Spotlight the system of control! Apply 
work simplification’s scientific method to each element: 


A. Develop the best procedure. FLOW-CHARTING records’ 
origin and distribution helped The Mengel Company Furni- 
ture Division, Louisville, eliminate, combine, rearrange steps. 
Fewer forms now provide more adequate information. 
(PS. 18) 


B. Simplify the writing method. DUAL FEED on electric type- 
writer enables one girl to write invoices and journal sheet 
at once—replacing two machines, two operators. (PS. 17) 


DUAL FEED 


Registers 2 different 
forms for 1 continu- 
ous typing operation 


C. Design the most efficient form. Electrical specialty manu- 
facturer simplifies handling of “return for repair” and billing 
by handwriting one COMBINED continuous, consecutive- 
numbered FORM in register. (PS. 17) 


FREE! Detailed case histories containing many ideas you can apply. 
Write for free sample copy of Paperwork Simplification magazine 


Sign, date, number, 
(PS.). The Standard Register Co.,4311 Campbell St., Dayton 1,Ohio. 


trim, tear off, stock 
Kont-Slip forms 


° 
9° 

9° 

5°) 


- Standard Register 


° the original marginally punched 3 
© Continuous Forms © 


9 

For maximum efficiency on 
DUSINESS WACHIAES ° 
re) TABULATING, THREMRITER % VINER . 
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FRIDEN BUILDS 
AUTOMATIC CALCULATORS 
AT EVERY PRICE, IN 
EVERY SIZE, FOR EVERY 

FIGURING NEED 


Prove it to yourself, on your 
own work, in your own office 
by calling your local Friden 
Representative for a demonstration 


Friden Mechanical and Instructional Service is available in approximately 250 
Company Controlled Sales Agencies throughout the United States and Canada. 


i | ERE DE A] CALCULATING MACHINE CO., INC. 


€. HOME OFFICE AND PLANT - SAN LEANDRO. CALIFORNIA + SALES AND SERVICE THROUGHOUT THE WORLD 
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will make it harder to attract investors to 
companies with high pension claims 
against them. 

In his article, “Seven Major Problems 
in Handling the New Industrial Pension 
Plans,” Dr. Kircher, a certified public ac- 
countant, lists seven factors which deter- 
mine the cost of a company pension plan. 
They are: 


1. The number of employees to reach 
retirement age each year. 


2. The average benefit for retired em- 
ployees. 

3. The average period the benefit will 
be paid. 


4. Interest accumulated on the pension 
fund. 

5. The expense of pension administra- 
tion. 

6. The pension’s effect on taxes. 

7. The pension amount contributed by 

the company which it cannot with- 

draw. 


Dr. Kircher recommends that all these 
factors be carefully studied by manage- 
ment because once a pension agreement is 
signed, “the accrual of pension costs could 
result in the addition of an enormous lia- 
bility to the statements of most compa- 
nies.” 

He points out that the total pension li- 
bility of 20 million workers each averag- 
ing accruals of $5,000 would be $100 bil- 
lion. “The total in the country might 
eventually be of the order of hundreds 
of billions of dollars,” says Dr. Kircher, 
“an amount that would change many of 
our economic calculations.” 

It is dangerous for a company, says the 
author, to refrain from stating pension 
liabilities in its annual report. “Pensions 
are an important economic fact,” he 
stresses, “which will affect both the dis- 
tribution and inevitably, the production of 
national income.” 

After drafting a pension program, man- 
agement should send it to the Bureau of 
Internal Revenue, the author advises. 
The Bureau will rule in advance on the 
tax qualification of the plan. “Manage- 
ment should certainly avail itself of this 
privilege,” he concludes. 

The Journal is the official publication of 
the American Institute of Accountants, 
national organization of certified public 
accountants. 


LONG DISTANCE COMMUTER 


Paul Everitt of Hackettstown, N. J., 
recently brought to a close a commuting 
career of forty-six years, in which he 
estimates he has traveled nearly 1,500,000 
miles. 

Mr. Everitt, who at 65 is retiring as 
assistant to the personnel officer of the 
Metropolitan Life Insurance Co. in New 
York, started his long-distance commut- 
ing in 1904. For the first twenty-one 
years he made the 120-mile round trip six 
days a week, starting as early at 6:20 
a.m. Since 1925, however, he has made 
the trip only five days a week. 


In this time, Mr. Everitt estimates he 
has spent three years on trains and has 
used up a small fortune on commuter 
tickets. He also points out that he has 
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PUNCHES sheets and covers of any size 
or weight, quickly, accurately 


BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


'BIND THIS MODERN WAY 
right in your own OFFICE 
plant 


or 
Add prestige ...color...atten- 
tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment* 
quickly ... easily... economically 
binds loose pages of all sizes 
into handsome custom-made 
booklets. Pages turn easily... 
lie flat. Complete office equip- 
ment costs less than a - 
writer...saves 50% over old- 
fashioned fastener-type covers. 
Anyone can operate. 
*PATENTS PENDING 


SPECIAL TRIAL OFFER 
b memo | Send today for information 


FR E E and 2 handy pocket memo 
books bound on this equip 
lt ment. No obligation. 


General Binding Corporation 
808 W. Bel Ave., Dept. m 
Chicago 14,0 OM"!!! 
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...but no more than the same 
Colorbrite Colored Pencil will 
amaze you! Brilliant colors reduce 
eyestrain! Feather-light writing 
produces intense lines! Non-crum- 
bling leads eliminate waste at 
sharpener! Points guaranteed 
against breakage mean.fewer work- 
interruptions! Colorbrite leads are 
amazingly strong and resilient! All 
Colorbrite writing is wetproof, 
smearproof, fadeproof! 


Try the new EXTRA-THIN 


Colorbrite 
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learned, like a lot of suburbanites, to sleep 
just as well on a train as in his bed. 

In the early 1920’s a week’s wildcat 
strike of the railroad’s firemen nearly up- 
set Mr. Everitt’s record of never having 
missed the morning train. With the help 
of another passenger, however, he solved 
this problem. They fired the engine, then 
washed up and went to work. They re- 
sumed shoveling coal on the return trip. 
They got no fee for their week’s work. 

Now that he has retired, Mr. Everitt 
plans to golf, fish, and do some traveling 
with his family—by train, of course. 


OFFICE MANAGER HONORED 


The trustees, officers, and directors of 
the Delta Upsilon Fraternity recently met 
in New York to honor at a testimonial 
dinner, Miss Luella L. Bovard, who re- 
tired after thirty-nine years as office man- 
ager of the organization. 

Fraternity brothers came from all parts 
of the country to pay their respects to 
“the only woman we know with 30,000 
brothers.” 

Miss Bovard, regarded as the “dean in 
managing a man’s fraternity office,” was 
practically a law committee, handling tax 
situations, collections of dues, discussing 
precedents for new chapters, and the pro- 
tocol of conventions. 


“She could give you the ruling on every 
case,” a Delta U lawyer said. Miss 
Bovard saw the fraternity grow from 
forty to sixty-five chapter and served 
under eighteen fraternity presidents, 
including the late Charles Evans 
Hughes, Chief Justice of the United 
States, and Charles G. Dawes, former 
Vice-President of the United States. 


THE VALUE OF THE INDIVIDUAL 


Addressing the recent nineteenth annual 
New York Herald-Tribune Forum on the 
subject, “Tapping New Potentials in 
Labor-Management Relations,” Walter 
H. Wheeler, Jr., president of Pitney- 
Bowes, Inc., Stamford, Conn., declared 
that “the only hope of real improvement 
in industrial relations lies in renewing our 
faith in individual man, and in his po- 
tential—if not his actual — spiritual 
values.” 

Speaking at the Waldorf-Astoria on 
a panel moderated by President Douglas 
McGregor of Antioch College, Mr. 
Wheeler said that “too many of us, in 
labor management as well as in business 
management, approach this problem as 
simply a power struggle for spoils. This 
cynical, sophisticated view is shockingly 
close to the Communistic dialectic, for it 
leads us all to behave as if class warfare 
were inevitable, and as if man were 
totally preoccupied with material things.” 

Calling for an approach based on “good 
human relations as an end in themselves, 
not as merely the means of earning more 
profits,” the Stamford, Conn., postage 
meter manufacturer urged labor and man- 
agement alike to make “truth, justice, 
freedom, charity and the dignity of each 
human being” something more than “com- 
fortable abstractions.” 


How to get office work 
done efficiently, quickly 


and at reasonable cost 


| procedure. 


. 


ERE is a book which 

brings the scientific 
approach to the practice 
of office management, 
giving you keys to 
sound organization and 
It describes 
specific ‘techniques for 
planning, instituting, and 
controlling the meas- 
ures needed to correct 
weaknesses, improve 
output, and reduce costs. 


Just Published! 


Revised New 3rd Edition 
TEXTBOOK OF 


OFFICE 
MANAGEMENT 


By William H. Leffingwell 
and Edwin M. Robinson 


Professor of Management, Boston University, 
formerly General Office Manager, B. Kuppen- 
heimer & Company, The Liquid Carbonic Company. 


Tis book shows you how to analyze 
the office organization, its physical 
setup, the individual worker, and the 
individual work or service routine, for 
the contribution of each to the efficient, 
economical output of the office. It gives 
you specific methods for improving the 
performance of each of these elements 
—tells you how 
to bring up pro- 
duction without 
:  ——e 
how to control 
operations .. . 
and how to de- 
tect the causes 
of wasted time, 


Check These Special 
Features 


@ latest information 
on the office man- 


ual 

@a Check List for 
office managers 

@ up-to-date informa- 
tion on correspond- 


.  transeribing, ie 
interviewing. and effort, and ma 
testing. | ‘ ‘ terials. P 

@ timely data on of- Just reading 
fice unionization this book will 


yield the kind of 
ideas you want to apply at once to 
your own office. Then as you give it 
more study you will find spot after spot 
for future reference—specific techniques 
to check wasted time and effort and to 
increase output in one department of 
your office set-up. 

Besides this step-by-step, what-to-do 
information, you get the latest machines, 
systems, and services in use today. 
Modern equipment and techniques are 
evaluated to show you how they fit 
specific requirements. 


649 pages, 69 illustrations, $5.00 
Please Send Check With Your Order! 


Office Management and Equipment 
212 Fifth Ave. New York 10, N. Y. 
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ELECTRONIC BRAIN 
“PROMOTES” HELP 


An electronic brain that automatically 
selects employees for promotion ten times 
faster than methods now commonly used 
in industry will soon be in operation at 
the personnel department of Allen B. Du 
Mont Laboratories, Inc., New York, ac- 
cording to Harry Housten, personnel di- 
rector. 

The new machine which can judge em- 
ployee qualifications for promotion at the 
rate of 450 a minute and automatically 
supply a first, second and third choice, 
is known as Statistical Analyzer 101. It 
has been used heretofore only by the gov- 
ernment for census taking but will be 
delivered to the Du Mont Company in 
about six weeks. 

The: electronic brain, which was built 
by the International Business Machines 
Corp. will be used at Du Mont in de- 
ciding on promotions to. 59% of the jobs 
in the organization. It is ten times as 
fast as present procedures which combine 
a hand search of employee files plus the 
use of an I.B.M. sorting machine. 

“We plan to use it in all cases,” says 
Mr. Housten, “with the exception of ex- 
ecutives at the very top and some special 
categories of research engineers.” 

The cards to be fed to the machine will 
contain what Du Mont terms “employee 
profiles.” These are packaged summaries 
of employee qualifications for better jobs, 
including scores of ratings in various psy- 
chological and other tests, education, spe- 
cial training skills, hobbies and other per- 
sonal attributes. Mr. Housten says the 
new machine will not affect the com- 
pany’s concentration on developing com- 
plete “profiles.” 

The automatic finding of the machine 
will not be accepted as final, Mr. Housten 
explained, since the final choice must be 
made’ after a personal interview with the 
candidates. 

“No machine, however clever,” Mr. 
Housten declares, “can tell us whether or 
not a candidate for promotion has the per- 
sonality to fit a new working group to 
which he may be assigned.” 

The Census Bureau has used the Sta- 
tistical Analyzer 101 to combine in one 
operation the simultaneous functions of 
classifying, counting, accumulating and 
editing. International Business Machines 
estimates that it would take 500 people all 
their working lives to accomplish what 
the machine will do during the 1950 cen- 
sus period, 

I.B.M. says that Du Mont will be one 
of the first in private industry to use the 
new machine. The Oldsmobile division 
of General Motors Corp. and the United 
States Steel Corp. has also placed orders 
for the electronic brain, but no order of 
delivery as regards the three companies 
has been determined. 


SOUNDPROOFING A VITAL 
FACTOR 


Noise, the health specialists will tell 
you, can ruin digestion (and disposition), 
affect hearing, rob people of proper rest 
and relaxation, cut down on efficiency, 
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ARE YOUR 


BUSINESS SYSTEMS 
GETTING OUT OF HAND? 


Baa 


get FREE systems survey 


PRODUCTION 
PURCHASING 
PAYROLL 
ORDER-BILLING 


DITTO, Inc. 

2293 W. Harrison St. 
Chicago 12, Illinois 
In Canada: 

Ditto of Canada, Ltd. 
Toronto, Ontario 


by Ditto business 
engineers ! / 


¥ 


The greatest source of error in such routines as pay- 
roll, order-billing, purchase and production is the 
human element . . . rewriting the same information 
over and over again on different forms. With Ditto 
One-Writing methods, writing is done ONCE. After 
that, ALL chance of errors in rewriting is elimi- 
nated. This one change, cutting out all routine re- 
writing, usually effects substantial savings. 

Play safe! Have YOUR systems surveyed by a com- 
petent systems engineer. No changes ‘récommended 
unless you save. No obligation! Just mail coupon. 


DITTO 


Coupon entities you to FREE survey. Mail it NOW! 


tot kok kkk kt tok 


Ditto, Incorporated 
2293 W. Harrison St., Chicago 12, Ilinols 
0 Without obligating me, please contact me and arrange for 
Free Systems Survey. ; 
ow oO Send me specific information about how Ditto can save us 
money in (J order billing 0 geese to payroll 
CD purchasing [) time payment [ other (specify) 


* 
We FiMy Name 
Company 


Local Address. 
City : Zone State. 
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The measurement of any magazine is the depth and intensity of its readership . . . 
of the belief, respect and affection its readers have for it. And that depends upon the 
variety and authority of its editorial pages and their application to the particular needs 
of the readers for whom the magazine is edited. 


These are a Few of the Many Editorial Features of Recent Issues 
Directed to the Problems That Confront Office Executives. 


Singing Those Dictation Blues 


Training Employees for Careers 
by Ernest de la Ossa 


Crowell-Collier Office Features 
by Kimball Darby 


“Office of the Year’? Award 


English for Report Writers 
by George Kerr 


Cylinder Faults Highlighted 
Tools of the Office, Studies 


Setting Standards on Office Work 
by Paul B. Mulligan 


New Offices for Philip Morris 

Summarizing NOMA’s Conference 
by Kimball Darby 

Office Music for ““We, the People” 
by Grace Buckley 

Mail Room Efficiency 


OFFICE MANAGEMENT AND EQUIPMENT is edited solely 
for top office management executives. It deals, editorially, with 
the problems that confront them daily. 


This magazine is tailored to the needs of the busy office executive. 
Its editorial pages are devoted to information and case histories 
concerning efficient office operation . . . relative to modernization, 


Ee 


Orienting Employees to New Offices 
Lighting for the Office Lounge 
New Idea for Office Floor Space Economy 


Training Recruits for Office Work 
by Madeline S. Strony 


Remodeling Program for Union Central 
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Chicago Seminar on Office Problems 
by Eleanor Wood 


Office Efficiency Can be Taught 
by Robert A. Steffes 


What to Do With Government Notices 
Office Training Plan at Mutual Life 
Handling the “Coffee Hour” 


Training for Productivity 
by James W. Quigg 
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Functional Furniture 
National Show to Accent Ideas 


furniture, machines and equipment .. . to systems, personnel and 
purchasing. Brief, terse to the point. Always authoritative. 

It is tailored to the needs of the manufacturer who, as a part 
of his selling program, wants to reach this almost 99 99/100 
percent concentrated audience of prospects for his products. It is 
tailored to his needs because he can use it consistently with domi- 
nant space at only the fraction of the cost of more general media. 


MANUFACTURER OF OFFICE EQUIPMENT AND SUPPLIES 
In discussing your advertising plans for the new year with your 
agency, ask them about OFFICE MANAGEMENT AND EQUIP- 
MENT. If, for any reason they are not familiar with this maga- 
zine and its audience, ask us to send someone from our office 


to give them the complete story. 
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and, in fact, make life miserable wherever 
they work or live. Yet, much of it can be 
prevented, eliminated or reduced, accord- 
ing to acoustic engineers. 

Today, sound conditioning is becoming 
a practical factor in most businesses seek- 
ing increased efficiency in order to make a 
profit in the face of higher costs. During 
World War II, according to the Wall 
Street Journal, “manufacturers pushing 
to get out more war goods discovered 
soundproof ceilings in offices and fac- 
tories raised employee efficiency. The 
idea caught on and it’s been growing 
ever since.” 

Th many progressive builders and re- 
modelers of factories, office buildings, 
schools, hospitals and even homes are defi- 
nitely doing something about noise is re- 
flected in the steadily increasing activity 
of the building panel division of Detroit 
Steel Products Co., where sales of acous- 
tic-type building panels are continuing to 
exceed production. 

The firm turns out acoustically treated 
wall and floor panels of the “C” type, 
“AD” and “D” panels. These are de- 
scribed as follows: 

Acoustically treated “C” panels are 
formed by perforating one surface with 
1-inch round holes so placed that 9.3% 
open area is provided for the entrance of 
the sound energy into the sound absorbing 
medium. The panels, which have a neat 
architectural appearance and are noncom- 
bustible and quick and easy to install, are 
being widely used in factories, schools, 
stores and office buildings, particularly as 
interior partitions. Tests conducted by 
a leading sound laboratory rate Fenestra 
acoustical “C” panels among the best of 
acoustical materials, with a noise reduc- 
tion co-efficient of .80 over the normal 
frequency range used in testing. The 
panels have also been shown to have a 
good sound transmission rating. 

Acoustical “AD” panels by Fenestra 
are perforated in the same manner as 
“C” panels with a sound absorbing me- 
dium of 2 inches thick, 2-pound glass fiber 
insulation, supported 1% inch above the 
holes by wire chairs. These panels pro- 
vide a combination structural and acousti- 
cal unit which combines the function of 
roof or floor deck, joists, hangers and 
acoustic ceiling into one packaged panel. 
Fenestra acoustical “AD” panels find 
their greatest use in the construction of 
intermedite floors, with the undersurface 
of the panel acting as the finished ceiling 
and the panels themselves acting as the 
sub-floor for the story above. These struc- 
tural-acoustical units are finding increased 
demand as long-span roofs for gymna- 
siums, theaters, churches, hospitals, public 
halls, and similar construction. 

Fenestra acoustical “D” panels are simi- 
lar to acoustical “AD” panels, except that 
the “D” panel has strips of perforated 
sections with 6-inch void sections between 
adjacent panels also acting as sound dead- 
eners. Fenestras acoustic panels are 
unique among sound-control structures in 
that the metal-faced surfaces can be wash- 
ed or painted at any time and as often as 
desired without impairing acoustical effi- 
ciency. Thus, sanitary requirements and 
decorative desires may be easily met at 
little expense wherever sound-condition- 
ing is also desired. 
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Mosler Record Safe, 

bearing the Underwriters’ 
Laboratories, Inc. A” label, 
with burglary resistive chest 
inside, giving protection 
against both fire and burglary. 


“T never 
so helpless 


felt 


“charred records put me 
out of business 
in a matter of seconds...” 


An isolated case? No indeed—for 43 out of every 100 
firms that lose their records by fire never reopen. 


Could you do business without your vital records— 
accounts receivable, inventory records, contracts, deeds? 
Of course you couldn’t. Moreover, you must have 

these records to prepare your proof-of-loss statement 
required to collect fully on your fire insurance. 


NO BUSINESS IS FIREPROOF 


Your business may be in a fireproof building—but 
that’s where some of the most disastrous fires occur! 
Like an oven, a fireproof building holds and intensifies 
the heat of a fire. 


A MOSLER RECORD SAFE is specifically built and 
scientifically insulated to protect your records against 
fire. It carries the Underwriters’ Laboratories, Inc. label, 
signifying that it has passed rigid fire, impact and 
explosion tests. An old safe, or a safe without the Under- 
writers’ label, gives your records little or no protection. 


Why gamble with your business future, when Mosler 
protection is yours at so little cost? For full details, 
send the coupon today. 


Je Mosler Safe <....... 


Main Office and Showroom 
320 Fifth Avenue, New York 1,N. Y. 
Dealers throughout the country » Factories: Hamilton, Ohio 


f————- Fill OUT AND MAIL TODAY! oan eran 


Largest Builders of Safes and Vaults in the World 


Vault Doors at Fort Knox, Ky. 
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! THE MOSLER SAFE CO., Dept. | 
320 Fifth Ave., New York 1, N. Y. 
{ Please send me: | 
! 2 The free booklet, “What You Should Know ! 
I About Safes.”’ ! 
(0 The name of my nearest Mosler Dealer. ; 
1 Name 1 
Firm ! 
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This picture clearly shows a modern business executive 
enjoying the superb working comfort of his STEEL AGE 
Executive desk . .. and displaying the warm pride that accom- 
panies the ownership of such an attractive and functionally 
designed piece of steel office furniture. The gliders have been 
adjusted to his perfect working height, the pontoon bases 
afford him a world of foot room and the drawers glide open 
at his lightest touch on ball bearing rollers. 

The only thing really wrong with this happy setting is the 
fact that we can’t show you a picture of our pride, for that’s 
the principal ingredient of every STEEL AGE product. It’s a 
pride in using the finest materials and in fashioning them 
with painstaking craftsmanship and attention to detail. No, 
we can’t show you a picture of our pride, but you'll under- 
stand it the first time you sit at a STEEL AGE desk. You'll 
understand too why people everywhere say, ‘*Buy STEEL AGE 
and you buy the finest in steel office furniture!” 


. CORRY—JAMESTOWN be 
MANUFACTURING CORPORATION «x CORRY, PA. 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


What are the incentives for learning stenography? 


NOBODY to “take a letter” 


November, 1950 


THIS WAS ‘THE HEADING on a recent dispatch from Washington by Nona 
Brown to the New York Times, dealing with the efforts of the Federal Govern- 
ment to find competent stenographers for its stepped-up preparedness program. 

So scarce are well-qualified stenographers reported to be that the Civil Service 
Commission is letting the various governmental divisions hire them at once when- 
ever they can find them. The shortage is not in typists, but in the traditional 
stenographer-typist combination which, the Civil Service Commission indicates, 
began to break up during the last war when office help became so scarce that 
girls in training for office jobs found it possible to get good jobs just as soon as 
they acquired the single skill of typing. As a result, the number of girls who 
went on to learn stenography declined. This trend has continued into the post- 
war period, although to a lesser degree, says the Times dispatch, “so that even 
the business schools themselves report that they can’t fill the demands upon 
them for fully trained stenographers.” 

“We need hundreds, maybe thousands,” a Civil Service spokesman is quoted 
as saying. “But they aren't to be found. Industry and private business can’t 
find them either.” 

Not mentioned is the fact that in the resulting inevitable competition for a 
scarce commodity, private business has the advantage of offering a better price. 
But it would seem that the question is not so much whether business or govern- 
ment is going to win out in a struggle for stenographers—they are essential to 
both—as it is how to increase the supply of stenographers. And answering that 
involves study of the incentives for learning stenography. Could it be that the 
differential in pay between typist and stenographer-typist is not enough to 
tempt girls to learn the extra skill? Or are schools and offices falling down on 
the job of publicizing the advancement opportunities which stenography still 
gives, even in a day of dictating machines? 
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John Hancock Mut i 

ual Life Co 
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The “Office of the Year” Award plaques, as 
mounted for display at National Business Show 


Office of the 


Year Awards 


SIX AMERICAN OFFICES, honored as outstanding 
for design, layout, and equipment among offices built 
in the twelve-month period ending June goth, 
received plaques and certificates on October 23rd at 
the National Business Show in New York, in the 


O. Parker McComas (left), president, Philip Morris 

& Co., Lid., Inc., and Harry Gardiner, senior general 

agent, John Hancock Mutual Life Insurance Co., who 
accepted Awards for their companies 
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presentation of its first annual “Office of the Year” 
Awards by Orrice MANAGEMENT AND EQUIPMENT. 

O. Parker McComas, president of Philip Morris & 
Co., Ltd., Inc., New York, accepted the plaque award- 
ed to his company as winner in the classification of 
offices employing less than 500 persons and Harry 
Gardiner, senior general agent of John Hancock 
Mutual Life Insurance Co., Boston, accepted the 
plaque given to his company, winner of the Award 
in the classification of offices employing more than 
500 persons. 

Richard M. Paget, of Cresap, McCormick, & Paget, 
New York, and Morton Bodfish, president of First 
Federal Savings and Loan Association of Chicago, 
received certificates of honorable mention for their 
companies, runners-up in the smaller office classifica- 
tion. V. A. Bellman, vice-president of General Petrol- 
eum Corp., Los Angeles, and J. McCall Hughes, 
comptroller of the Mutual Life Insurance Co. of New 
York, received the certificates of honorable mention 
given to the offices of their companies, runners-up in 
the larger office classification. 

The presentations were made at the opening day 
Office Forum in Grand Central Palace, New York, by 
Donald McAllister, vice-president and general man- 
ager of OrricE MANAGEMENT AND EQUIPMENT. 

(To page 30) 


November, 1950 


—— ee a 


N 


* ; " a _ : 
a 
; ; 
t 
r é 3 
: LEU et ee f ~~ 2 
4 % - 7 7 ie E F ... Bas : * Baa _ . ss ee 5 d Pa : 
¥ 5 a, ie ‘ : “ss ~ a i i 
- 5 : eek me a. ba 
7 e hs ¢ t aie 
_* ) FD e ae "4 & ie. 
a - in, oe. . a : a : a : —_ ; 
: sae = 4 a 4 ie mens) " a ae * a r ee pe eS 
ae ee £5 eg mi 4 ite aa BS 
— | Yh ‘ oa 4 >) a es ™ 
3 ? 1} f soe ‘ vehi , es 4 yar tet 
= ; ¥ 4 . 2 aneet eos - 
a — «~~ we 4 : b \ : i ‘ te - it, ir é : A <= 2 
La ; : S\t : at mi — e bs 2 () ey 4 7 — 
‘ “7 QW 5 fi c. -: - $s MY \ - a 
. — , ie LEY _ ps fo Gal | 2 | 
, [on 4g ‘Le : : ae x i i F- a ee — Zi 
i , a ce.” i ae . ey, ie 2 | pc ae 
j EHS. EOF ths t — — 4 ; 0 Se ae . Don: 
yi ae Mire cpm es See” = a Boe, ———— eID HUET OR ere | oa 
7: | aae rago 20R e eRIERO — ll e248 gs ae ee ee 
; SERS THAN SOO SATE S85 SER E 2 oN a aig - STON oe srk EN ee, is 
; my MAGA OT rar ee ae ae Sr, vr ee yar one aha pie 
F Nibtadikdians 0: sic. -2ss eed acacia ae: oe Rh aS ei ie 
i - ee Se : = ; mi Oc. Lao — me aa ee ee 
me. Bc ae és : a ‘gee ai , ¢ é 
a a teal ~ eg? ae Pe ee 
‘ - ; cae ets 
im: re A 2 eee ee. Ae A i. 
i , . . 
; 3 - 
ae: Po ; 
1d 2 
a 2 Po Po 
_ 
4 
) ee | 
. , 
az 
Si 
: Bet ‘\ z 2 — ’ i -— ele 2 
a Eg co eg a 
. ¥ a aah , ar ee. ee: 
; i ah a : coe. 4 Ca Rs ‘ e 
Sy ae: Se » =]+ a a ay ee ‘3 
a os “25 a ae ._ =: ia 
: ost ae i as oP a 2 oa es. 
: es at | oe 
; an ey Mei fa 2a lS. > 
— a ; - 7 yea 
4 & t - ee" ae 7 a i Pes «4 
" 2 % hie _ | ee My : es eS : Ry ; 
o. oee ; _ Bo 3. a 
| i ; a 4 
| “’ 
PE 
a P 
4 
7 | | | 
i: ie  # ae 
7 
i 


— 


««+to J. McCall Hughes, comptroller, Mutual Life lnour- 
ance Co. of New York 


Donald McAllister, of “Office Management & Equipment” 

(left) presents certificate of honorable mention in the 

Awards to V. A. Bellman, vice-president, General Petro- 
leum Corp. 


. - to Richard M. Paget, Cresap, McCormick & Paget ...and to Morton Bodfish, president, First Federal Savings 
& Loan Association of Chicago 


Architects whose firms were responsible for the design of offices winning Awards and 

certificates with their citations. From left: Kenneth H. Ripnen, Kenneth H. Ripnen 

& Co., New York; Welton Becket, Welton Becket & Associates, Los Angeles; Irvin L. 

Scott, Shreve, Lamb & Harmon Associates, New York; Mr. McAllister; Ely Jacques 

Kahn, Kahn & Jacobs, New York, and John T. Doran, of Cram & Ferguson, Boston. 
Ralph Milman, of Chicago, was unable to be present 
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In addition to the presentation of the plaques 
marking the two top Awards and the certificates of 
honorable mention to the four other offices, members 
of the architectural firms responsible for the planning 
and construction of the winning offices received cita- 
tions for their work. These architects are Kahn & 
Jacobs, New York, for Philip Morris & Co., Ltd., Inc.; 
Cram & Ferguson, Boston, for John Hancock Mutual 
Life Insurance Co.; Kenneth H. Ripnen Co., New 
York, for Cresap, McCormick & Paget; Ralph Mil- 
man, Chicago, for First Federal Savings and Loan 
Association of Chicago; Welton Becket & Associates, 
Los Angeles, for General Petroleum Corp.; Shreve, 
Lamb & Harmon Associates, New York, for Mutual 
Life Insurance Co. of New York. 

The Award plaques were designed by Bernard 
Brussel-Smith and interpreted in bronze by the sculp- 
tor Carl Schmitz. The certificates and citations were 
also designed by Mr. Brussel-Smith. 

In accepting the awards and certificates of honor- 
able mention the recipients emphasized the modern 
concept of the office as a work place where true efh- 
ciency is obtained by carefully planned co-ordination 
of environment and equipment, inspiring the worker 
to maximum accomplishment in pleasant and com- 
fortable surrondings. 


Preceding the award ceremony at the Grand Central 
Palace, OFFICE MANAGEMENT AND EQUIPMENT was host 
at a luncheon in the Waldorf-Astoria for the execu- 
tives of the winning offices, their architects, members 
of the press, and representatives of practically all the 
national organizations in the United States having an 
interest in the progress of the office. 

The “Office of the Year’ Awards were established 
to mark the tenth anniversary of Orrick MANAGEMENT 
AND EQuipMENT and are designed to focus attention 
year after year on outstanding ofhces, pointing up 
trends that each year add to office efficiency. 

The six offices honored in this year’s Awards will 
be pictured and described in a speical section of the 
December issue of this magazine. 

Among the guests at the luncheon, in addition to 
the executives from the winning offices already men- 
tioned, were the following: 

E. H. Conarroe, Metropolitan Life Insurance Co., 
vice-president of the Office Management Division of 
the American Management Association; Joseph P. 
Merriam, an associate of Mr. Paget at Cresap, McCor- 
mick & Paget; Geoffrey N. Lawford, vice-president of 
the New York chapter, American Institute of Archi- 
tects; Karl Bock, president of the New York chapter, 
American Institute of Decorators; Irvin L. Scott, 


Part of the “Office of the Year” exhibit of Office Management & Equipment at the 
National Business Show. Harry Gardiner of John Hancock Mutual Life Insurance Co. 
inspects. views of his company’s offices 
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Shreve, Lamb & Harmon, architects; Mrs. M. M. 
Girard, executive secretary, American Institute of 
Decorators; Ely Jacques Kahn and Robert Allen 
Jacobs, Kahn & Jacobs; Vaughn W. Fry, of the Na- 
tional Office Management Association; J. Clydesdale 
Cushman, Cushman & Wakefield, president of the 


THE WINNING OFFICES 


will be pictured and described in a special 
section of the December issue. Watch for 
this interesting feature. 


National Association of Building Owners & Man- 
agers; John IT. Doran, Cram & Ferguson, architects; 
William K. Beard, Jr., president of Associated Busi- 
ness Publications. 

Also, Zac P. Smith, Zac P. Smith Co., Birmingham, 
Ala., president of the National Stationery & Office 
Equipment Association; Paul E. Burbank, general 
manager, National Stationery & Office Equipment 
Association; Kenneth H. Ripnen and Robert E. 
Blount, Kenneth H. Ripnen Co.; Harry Hofherr, 
Kendrick Furniture Co., Chicago, president of the 
National Office Furniture Association, John R. Gray, 
executive director, National Office Furniture Associa- 
tion; Charles E. Hilton, in charge of the Office Stand- 
ards Division, American Standards Association; Wel- 
ton Becket, Welton Becket & Associates, architects; 
Edward J. Toussaint, Central Duplicator & ‘Type- 
writer Co., Camden, N. J., president of the National 
Office Machine Dealers Association; John J. Reinecke, 
executive secretary, Wood Office Furniture Institute. 

Also, Harold C. Whittemore, general manager, 
Wholesale Stationers Association of the United States 
& Canada; Howard S. Sanders, executive secretary of 
the Stationers & Publishers Board of Trade; Dan 
McCarthy, director of public relations for Socony- 
Vacuum Oil Co.; Guy Shipler, news editor of Busi- 
ness Week; Harold D. Hauf, editor-in-chief of Archi- 
tectural Record; George A. Sanderson, feature editor 
of Progressive Architecture; Carl Ruff, Carson-Ruff 
Associates; Ivan B. Romig, of Grant & Wadsworth, 
Inc.; and Bernard Brussel-Smith, designer of the 
“Office of the Year’ plaques and certificates. 

Members of the Geyer Publications organization 
present were Donald McAllister, vice-president and 
general manager; Thomas V. Murphy; editor; H. K. 
Darby and A. P. Masson, associate editors; Hugh 
Ward, advertising director; James Neary, Jr., eastern 
manager; Joseph Hochfeld, art director; and Fred G. 
Steinhilber, Charles B. Rosengren, and Margaret 
Szoke, of the sales department. 


At Awards reception and luncheon 
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FLORSHEIM OFFICES 


—a center for efficient work 


By EDMUND MOTTERSHEAD 


THE MODERN Florsheim Shoe Co. building, which 
opened last fall, is the first factory to be built in or 
adjacent to the Chicago Loop in the last decade. 
Architects were Shaw, Metz, and Dolio, and the gen- 
eral contractor Campbell-Lowrie-Lautermilch, Inc., 
both Chicago firms. 

Unbroken horizontal lines of window glass and 
soft gray terra-cotta-finished face brick characterize the 
six-story structure on Adams St., between Canal and 
Clinton, opposite the Union Station. The basement 
and first floor occupy the full half block area. Five 
upper floors from second to sixth are laid out on a 
“U” plan with a large open court on the roof deck 
over the first floor on the Adams St. side. ‘This is 
planned to provide a recreational area for employee 
use. The upper floors, from second to sixth, are 
stepped back 23 feet the length of the north side of 
the building to insure adequate light and air regard- 
less of future construction on adjacent land. 

The main entrance to the new structure at the 
Canal St. level leads to the first floor, which accom- 


modates the company’s home offices and the Chicago 
sample rooms. In keeping with the building itself is 
the striking, modern entrance, with its double bank 
of massive tempered Herculite plate glass doors. The 


One of the sample rooms 


Entrance to the offices 
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At left: in the central filing department 


Below: looking into payroll department 


lobby is paneled in burled walnut, with seats and 
divans upholstered in forest green leather. 
The burled walnut reception desk is directly 
opposite the short flight of entrance-way stairs. Built 
(Turn to page 60) 


The First Aid room 


Offices are most efficiently lighted. This view is in accounts receivable department 
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building 
GROUP 
SPIRIT 


By Dr. DONALD A. LAIRD 


Second of two articles 


IN BUILDING GROUP SPIRIT, we must give peo- 
ple some group goals and ideals. 


Goals and ideals give us something to strive for. 
They keep us looking ahead, impelling us to strive. 
As a group becomes imbued with the same goals and 
ideals, they are impelled to strive together—that’s 
teamwork. 

Military volunteers and reluctant draftees are given 
a period of indoctrination to speed up their pride in 
the regiment and build loyalty to the larger cause. 
College freshmen indoctrination includes stories about 
the traditions and glories of old Siwash. The old 
heroes of barracks and campus serve as examples to 
instill group goals and ideals into newcomers. 

A young firm may not have many traditions to talk 
about, but it should have ideals and goals to describe 
to each new employee. An old company, on the 
other hand, may have some traditions it would be 
better to try to bury. New employees are usually told 
how to find their way around the buildings. To build 
group spirit, the most important part of the work 
place to explain is the company’s goals and ideals. A 
new man is shown the time clock and lockers; he 


THIS article by Dr. Laird, the first part of 
which appeared in the October issue, is an 
excerpt from his forthcoming book, “Prac- 
tical Business Psychology”, to be published 
by McGraw-Hill Book Co. 

Another article by this authority on applied 
peychology, on the development of human 
relations in modern business, will appear in 
Office Management and Equipment in the 
near future. 
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People need goals—ideals 


should also be shown the founder's picture and told 
about the spirit of the family with which he will be 
spending eight hours a day. 

Every business has a philosophy of some sort. It 
may never have been expressed in words, but it has a 
philosophy that permeates its activities and em- 
ployees. Goals and ideals express that philosophy. If 
it has not been put into words, it should be. A few 
words can express a big ideal. The Rotary clubs 
express their philosophy in just three words: “Service 
above self.” 

The 18,000 employees of the Endicott-Johnson 
Shoe Co. expressed their firm’s philosophy in a gran- 
ite archway which the employees themselves erected. 
Carved on this archway is: “Home of the Square 
Deal.” Despite half-a-century of effort, unions have 
not been able to organize these workers. They gain 
their goals and ideals from the firm, not from out- 
siders. 


A goal is usually tangible—cutting accidents in 
half, reducing scrap and wastage, reducing absentee- 
ism, increasing quality of production. Ideals, how- 
ever, exist only in the minds of men and women, 
setting up standards of perfection in virtues and char- 
acter. Goals can be reached, and new ones can be 
created to be reached. Ideals are models which may 
never be reached. 

A five-year plan of expansion is a company goal. 
The company’s old heroes may furnish the ideals, 
inspiring thrift, application, perseverance against 
obstacles. Most companies have goals. A few have 
ideals. 

Ideals are more impelling than goals. 

Cliques seldom supply either goals or ideals. These 
small groups are held together by mutual admiration 
of each other, or by mutual resentment of other 
groups. When cliques are given goals which they 
accept, the spirit becomes bigger than the clique. When 
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Building group spirit—the good old clam bake! 


they are given ideals in addition, the widest group 
spirit is started. Lodges get much of their force from 
the ideals conveyed by their rituals. The strongest 
group spirit is shown by religious groups, where ideals 
predominate. 

High wages are a goal. Fair treatment an ideal. 

A good product is a goal. Keeping promises an 
ideal. 

Steady employment is a goal. Skilled supervision is 
an ideal. 

The people who rub elbows on city streets have no 
group spirit because they do not have common goals or 
ideals. A firm’s employees will have littke more group 
spirit than street strangers unless they are given com- 
mon goals and ideals. Group cooperation requires 
a knowledge and belief in the organization’s pur- 
poses. The goals and ideals must not only be known, 
but also believed in. If the ideals are not acceptable 
to the rank and file, do not expect much group spirit. 

Most leaders who have built up big businesses sin- 
gle-handed were impelled by ideals, and were able to 
convey their ideals to impell others. William Dan- 
forth, for instance, was a sickly boy from the Missouri 
swamplands who guided his own life by a four- 
pronged philosophy. He stood tall (health), thought 
tall (mental), smiled tall (social), and lived tall 
(religious). He took those four ideals into the found- 
ing of the Ralston Purina Co., and into the checker- 
board pattern on their packages, buildings, and 
trucks. The squares of the checkerboard symbolized 
that four-square way of living and thinking and 
dealing. As he was building up the company he 
talked personally with each new employee, explain- 
ing his and the firm’s ideals. He dared the new man 
to stand tall, think tall, smile tall, and live tall. Each 
new worker knew the president, and caught some of 
his “I dare you” ideals. 

Danforth converted $12,000 of borrowed capital, and 
ideals, into a firm that is capitalized at twenty million 
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dollars. Ideals are not just for ministers and do- 
gooders. Every business needs ideals. People will do 
more for ideals they believe in than for money they 
may need desperately. 


6. Grtve THEM A COMMON ENEMY 


Group spirit often diminishes because one group is 
hostile toward other groups, or leaders, under the 
same roof. Probably half the people in the world 
have aggressive streaks which narrow their coopera- 
tion to a few close friends. Harmless outlets need 
to be provided to drain off these aggressions. 

The drafted soldier has an outlet for them in his 
sergeant, or the enemy. If his sergeant is a good 
leader, the aggressions will be directed toward the 
enemy only. The student has an outlet for his aggres- 
sions in athletic contests with other schools. 

The members of the clique in the front row may 
look upon the clique in the back as their enemies. 
Both cliques may consider the supervisor their com- 
mon enemy. Average workers may look upon speedy 
workers as enemies who will upset the pay scale. None 
of these conditions helps group spirit. 

Providing some harmless outlet for individual and 
group aggressions is essential to build spirit for the 
larger group. An employee athletic league, properly 
handled, may drain some of this hostility through 
aggressive play. Wide open channels for airing griev- 
ances can also help. 

Competitive firms or industries are practical tar- 
gets, for hostility can be shifted toward them. The 
Parker Pen Co. solidifies the spirit of its employees 
by keeping them posted on the moves in competing 
companies. They even look upon luggage manufac- 
turers as competitors in the gift sales of pens. Du 
Pont’s expanded from making exposives solely to 
Pont’s expanded from making explosives solely to 
theme “If the German chemical trust can make it, 
we can make it better.” (to page 58) 


OFFICE MANAGEMENT AND EQUIPMENT 35 


roe Ger. 4 


. a a 4 — al Oe - rt =~ a = 5 : ¢ x i ‘ 
ho a wi 3 | [a ee —— =e. a © ie ‘i = Age 
© oe -] es ; ‘ Be  - ' By i Ba 
e - ese Pe ts oil itt ¥ + ra : “ 
— “as ae aia “ee. Re ead : Pm ke . ae ; ; 
: . . hoe F a p . aud > sce sn it * . : ie % 4 4 
“a. ce ae, ya 7 ae pees : a gh 3h a ; 
bs - a i 4 rs , '. 4 : =. * %, i eT: P . aif aie 5 s - 3 6. 2 —_— i 
a. P € ‘ 3 c. = ay . oe i Fr Be 3 + 
FP Raa oir a eC” 
: ay, \ apo * we Oe 
Z a ’ be 3 ‘a A «| nee | ‘ a ‘uw 3 * oe 
; z a race rey 5 ei . oe _ 
ee me : eS — *. RI ": ha, ; : - Bey | _ te 
a 7 me oe iy i : : vk aa ee a f 
; ese be ™" * cali i 20 * aa pus “ay ae ; le 
i. s/o FF Oe}! 
: 3 ie xs oe ’ Ae se aa t q ~ z oe Ra ae 
i Daa i SE ama ly ek Pg a ‘ Mm Se 
f 3 ¥ ee , Se iemsites 4) hd. : oo 2 i, - a . 
" ee, = ef Sane a By eet Sinai Br i eS an a ¥ a - ae . eS 
| he a dia: i ay Se ee ae | aah “~~ ie 
Oe ee %% ie P 0 ein 
ad M n brad toe —_—- al 
ee 
Id 
be 
It 
a ee 
m- 
If 
Ww 
bs } 
ce 
mn 
n- 
d. 
re 
ve 
in 
ut- 
in | 
e- 
wW- 
n, 
‘r- 
be 
ay 
il. 
ls, ] 
st 
ye | 
se , 
mn 
er 
ey ' 
n 
,; Pe eee 
0 
4 


BUSINESS 


SHOW attendance 


By CHARLES HACKETT 


THE 1950 MID-CENTURY National Business Show 
was featured for its six-day engagement at Grand 
Central Palace in New York last month, with a re- 
ported total attendance of 132,387 the highest atten- 
dance ever tabulated at a Business Show. A day-by- 
day record of attendance at the Palace indicates that 
Friday, October 27th, was the Show's busiest day, 
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with 35,314 buyers and users of a wide variety of office 
machines, equipment, and supplies clocked through 
the Show portals. 


The Business Show office reports that the high 
attendance, an entirely new approach to the physical 
appearance of the Show, and a gratifyingly large 
volume of sales made at the Show have combined to 
cause many of the 136 exhibitors to reserve space al- 
ready for next year’s Show. At the same time, Ru- 
dolph Lang, managing director of the National Busi- 
ness Show, is receiving congratulations from many 
well-wishers for his successful operation of the first 
National Business Show to be conducted by the Office 
Executives Association of New York, the Show’s new 
owners. 

An outstanding feature of this Show was the debut 
of Vericolor, the color television system manufactured 
by Remington Rand for the Columbia Broadcasting 
System, developer of the CBS system of color tele- 
vision. The demonstrations were made throughout 
the day every day of the show over closed circuits, 
and showed the system’s many industrial and com- 
mercial applications. A number of other manufac- 
turers used the Show as the platform for the introduc- 
tion of entirely new products. 


OFFiIcE WEEK FoRUMS 


Another important feature of the Show was the 
Ofhce Week Forums, a lecture series sponsored by 
the Office Executives Association of New York in 
previous years, and which has now been given in- 
creased scope as part of the Business Show policy of 
broadening the Show’s service to the office executive. 
Contributing to the Forums for the first time this 
year were the Systems & Procedures Association of 
America, the New York Personnel Management Asso- 
ciation, the Personnel Club of New York, the Busi- 
ness Education Advisory Council, the National Asso- 
ciation of Manufacturers, and the J. O. B. (Just One 
Break) Committee of the New York University- 
Bellevue Medical Center Department of Physical 
Medicine and Rehabilitation. Other associations 
which participated were the National Association of 
Cost Accountants, the Records Management Associa- 
tion of New York, and the Transcription Supervisors 
Association. The Office Executives Association also 
made its own contribution to the Forums, whith this 
year reflected the current tense international situation 
with lectures devoted to the effect of the draft on 
business, systems and procedures in a wartime econ- 
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breaks 


record 


omy, increased office productivity, the safekeeping ol 
vital business records, and other timely subjects. 

The Show itself, however, while seeking to impress 
its viewers with the importance of efficient office tools 
in times of international stress, had many events out 
side of the exhibits and the Forums themselves. 
Charles Horowitz, newly-appointed Deputy Mayor of 
New York, acting for Mayor Vincent Impellitteri, cut 
the ribbon marking formal opening of the Show. .\ 
pre-Show luncheon for Show officials and some guests, 
a “Ladies Day at the Business Show,” and a Fashion 
Show, were some of the features of the week. 

Still another highlight of the Show was the pre 
sentation on the opening day of the 1950 “Office ol 
the Year’ Awards by Orrick MANAGEMENT & Eouir 
MENT, as reported in detail elsewhere in this issue. 


Ribbon-snipping opens the Business Show: top, from left: 
David Griesemer, Babcock & Wilcox, Inc.; M. T. Martin, 
Cresap. McCormick & Paget; Charles Horowitz, Deputy 
Mayor of New York; Elmer Helm, Shell Oil Corp.; and 
Rudolph Lang, managing director of Show. Right: model 
classroom in action at Show. Below: opening session had 
Col. Candler Cobb, Selective Service head for New York 
City, as speaker. 


November, 1950 


. ia a= Poa So ee ee . - ~~ | a e sph a ¢ 
E * s = au ens 7 ¥ 
ange 4 ee Ee He Pg. ee oe) + ‘ 
ie ae .) er 2% 
D er we S } 
‘ei i Fm eg OH’ 
ev Ss : 4 4 ‘ 
a { ek we 2 a - r 
3 > 5 al 
uae ¥ % A ra 72 5 * ; s q 3 P Pas 
" X . Se 2 ail a ; v wy 7 F 
\\) Be 
: F } pee ae | ad 
aoa en - ory a 
ice “ a aaa 
gh Be 4 I ! 
1 sat sy erie ee ‘=. ‘ | 
ad oe us — oe dan 
gh : + a Te ne i 
' ; y ‘ ee ; a. Wabi. 
cal - FS i ee 
ge a 4 a ~ 
to o cal Z Ps er - 
al- &. ¥ * oe: wo eee jaa: 
;  . = 6 oa oe 
1Si- 
ny 
rst i poo ak ae ‘ 
ice Sy Pha = oe nye 
ew . j ; ee foe. 
dé a irae a — 
; - p= “ah = ro 
< 4 = : VfB 7 a 
i gee se = Bish eat ‘ : 
yut ea . 2 J ———— = =—l 
x a + eae F ll f we 
red i ; ; a a a — es 
ing ae ae "4 *" — 
OP e ss Vie | ae ' ee 7 
ee ells is 4q eo oe 
mut ~~ — a Sa 
its, ea | er ey — 
ym- | = 7 - 
ac- ‘ § & ited ee 
uc- 2. = « | 
¥ ask a On “epee ‘ _ 
~ - - ‘., | seme 
5 = : : . 5 
ia ’ : r, } 
' 
= 
ee at ~¥ 
the ed Se ee 
by - a ,; ' 
‘ Wik tee »© 
in- i 2 ; e ee: 4 
of ‘ i \ ¥ 
ive. " ' eabdind? | i j 
his es ze 7 . ‘eG & te wy 
¥ “ny oa Z Z + 
of . 4 i <t jf -. 
y , ae: ae es ‘ Pe 4 ¢ 
sS0- i = #9 ok ma / Ci je Min 
4 i s — aa Soe “g05— , ; oe i, 
$$O- - Gite fo) EO. t ~ . jaa 
ne ae » in a2: bs Rs a ee > =r a i 4 :. ris : % . 
ity- '" \ 2 i ms, : 
cal as ; ce a 3 : pow = = oe : 7 : eae ‘ ‘ me . ae =e 7 ' 
i ‘nie § Ss he a Fd ae 7” oe " ” ~~ aie , ty, 
ons ge — So an p OS a — = pe “i ae ae i? ae 
‘aed a. SE a? os See é. oe Ge aad as 6 Fe 4% 
Cla- i? ae “ae o aa ea’ oe & = ‘ 
ors  & ‘ile ‘ = TT a ee 
Ors i Py Aas = Se fer eA ee aie ot ee, bie ‘ae, alt: < ail 
P ne oe ae a ais : ite oak a ed = + Ste 
ilso r * ae Fg: ee ee 80s el a J 
ion ike be ae fr a) nee Of ee | . 
on , .. ee wih 8 ” sa me : = ape owt aa... 3. i. © oa es 
on- \ Pa a i. Sarinagg a’ ‘ae a x s 
950 es OFFICE | + 
MANAGEMENT AND EQUIPMENT 37 
ea : : x 2 = ee a “a “a EN pel 8 if ae = a Pac ae: 2 wee a aa a %. =: ery 
i oe . ia ae é . Mat <3 7 i. « el 2 a J 3 3 = aie z = a ks See dae Lt “a, a = 
e : “ : = . - acs 4 uv 7 : ee a i lea  e ay ea _ oe ifs iS aa ie Ht ; i 5 _ = 


PUNCHED-CARD applications 


By LEWIS T. BOLGER 


A WEST COAST tool manufacturing concern, Baker 
Oil Tools, Inc., of Los Angeles, employing some 600 
workers, has been able to center all of its machine- 
hour, labor, sales analysis, payroll, and special reports 
in a three-clerk department thanks to use of punched- 
card protedures. 

This company makes tools for oil-well drilling and 
production. Its products number 150 basic items and 
must be available in up to twenty sizes. Each size 
may be called for in approximately fifteen threads. 
Individual variations start from there, to suit the re- 
quirements of customers. 

The management of this firm decided several years 
ago that mechanical means were needed for the ac- 
counting and production contracts required by their 
operations, and installed Remington Rand tabulating 
punched-card machines. 

The principal punched-card operation at Baker Oil 
Tools is for the tabulating of the labor expended on 
each work order. Unit cards are punched from the 
daily time tickets and filed in the “in-process” pool, 
awaiting the receipt of work orders from the shop. 
When the shop returns its copy of the work order 
showing completion of the job, a clerk removes the 
tabulating cards for those orders from the “‘work-in 
process” pool, sorts them by machine number, and 
runs the labor expended on each work order on con- 
tinuous forms, which are then stapled to the closing 
copy of the order. Later on, the same thing can be 
done for labor and materials. Also listed is proof of 
delivery to the warehouse, together with date of com- 
pletion of the work. The total is transferred to the 
face of the order for accounting purposes. 

An average of sixty of these work orders are pre- 
pared by the punched-card method each day. This 
constitutes approximately 214 hours of machine and 
clerical work. 

The labor cards are used for payroll preparation, 
with a summary card punched for each man’s earn- 
ings for each day in the shop. These summary cards 
are used in printing his semi-monthly payroll register 
entries and check, on the tabulating machine. Office, 
warehouse, service, and sales payrolls are handled 
similarly by the punched-card method. 

Semi-monthly total summary cards for each em- 
ployee are used for the quarterly Social Security re- 
ports, and also to make simple labor distribution by 
departments, classes of labor, and location, totaling 
about 100 divisions. 

Other Baker Oil Tool applications of the punched- 
card method to production control include the 11 
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W. R. Burnham, chief accountant, Baker Oil Tools, Inc. 


A.M. daily preparation of machine-hour reports that 
provide an early indication of machine loading and 
performance, type of production for each machine, 
and idle machine time. A daily production control 
report by operation is also prepared on the tabulating 
machine. This is used to control individual shop or- 
ders by entering the elapsed time required each day, 
and to show the backlog for each machine. 

The labor distribution, production control, and 
payroll activities require approximately 40%, of the 
tabulating department’s time. Sales analysis reports 
and the handling of accounts receivable require 309% 
of the department’s attention, and miscellaneous and 
special reports take up the rest of the time. Three 
types of tabulating or punched-cards are used: one 
for labor and for payroll deductions, another for 
branch transfers, domestic and export sales, and a 
third for shop orders, vouchers, and prepaid expense. 

To handle sales analysis reports and accounts re- 
ceivable for an annual volume exceeding $2,500,000, 
unit sales cards are punched. These show, in addition 
to sales, customer, warehouse, and territorial informa- 
tion, the flat cost of each item. From these unit cards, 
the tabulating department prepares the invoice regis- 
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all-around at Baker Oil Tools 


ter and accounts receivable register. The latter can 
be amplified to include statements where necessary. 

Typical of the Baker Oil Tools Co. experience with 
high-speed business machine control procedures is 
that voiced by W. R. Burnham, the company’s chief 
accountant, who has this to say about the several 
tabulating operations relating to sales analysis and 
the handling of accounts receivable: 

“Sales were never analyzed in such detail before 
the punched-card method was adopted. It formerly 
required thirty-seven clerical days for the incomplete 
analysis we made. With punched-cards it required 
but five days’ time of one girl to complete this sales 
register and analysis. 

“The sales register tabulations are divided geo- 
graphically and by product. We sell in some thirty 
states to all the large oil companies, and in countries 
abroad. We maintain five sales offices in California 
and twenty-four offices in other states. We use forty- 
three geographical breakdowns by 100 classes of prod- 
uct. Individual reports are prepared for many of the 


forty-three breakdowns, so that each division receives 
only the report of its own territory. ‘Then, too, each 
month from twenty to twenty-five special reports for 
executives, our sales offices, and the government are 
produced by our three punched-card operators.” 

Inventory control under the Los Angeles firm’s pro- 
cedure is now actually a by-product of the sales regis- 
ter and analysis tabulating activity. Regular reports 
are prepared on the tabulating machine from the 
sales cards for stock control purposes. These show 
the sales from twenty-six warehouses, for the purpose 
of controlling stocks maintained. The costs of units 
sold are shown in these cards, so that they can be used 
to tapulate rough profit reports to assist management 
in determining whether an area is selling items which 
are profitable in that area. 

Baker Oil Tools is constantly stepping up the ap- 
plication of punched-card methods to its general ac- 
counting practices. Expense and voucher distribution 
reports are tabulated, as are the cost reports for mate- 

(To page 58) 


In tabulating department at Baker Oil Tools, Ine. 
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Audience at opening session of systems conference 


SYSTEMS MEETING emphasizes 


By KIMBALL DARBY 


CLOSE TO 500 interested executives attended the 
third annual National Systems Meeting of the Sys 
tems & Procedures Association of America, held on 
October 19th and goth at the Hotel New Yorker in 
New York, under the general guidance of J. G. Nagro, 
General Foods, Inc., president of the association. 

A comprehensive program designed to sell top 
management on the worth of proven systems tech- 
niques was highlighted by a banquet address by 
Lt. General Leslie R. Groves, head of the nation’s 
atomic bomb project during and immediately afte 
the war. 

The general theme of the meeting program was la- 
beled “Coordinating Systems Work with Management 
Planning,” and the program took up in detail many 
of the phases of systems and procedures application. 
Not only was there a session devoted to the problem 
of integrating the systems organization, in which the 
problems of top management acceptance and com- 
petent systems personnel came up for discussion, but 
also there were sessions devoted to specific subjects. 
These were titled “Investigation—Backbone of Sys 
tems Work,” “Standardization for Better Manage- 
ment,” and “Application of Systems Work to Man- 
agement”—this last being the theme for eleven sepa- 
rate sessions, covering such subjects as order process- 
ing and billing, charting techniques, traffic depart- 
ment applications, visual aids to presentation, pay- 
roll systems, forms, procedure manuals, accounts pay. 
able systems, stores control, and the scheduling of 
systems jobs. 
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Under the guidance of J. W. Haslett, Shell Oil Co., 
chairman of the meeting committee, and its program 
chairman, E. M. Derby, of Metropolitan Life Insur- 
ance Co., session audiences heard the following 
speakers: 

Raymond W. Cobb, Prudential Life Insurance Co.; 
Gerald Doyle, Research Institute of America; Richard 
Neuschell, McKinsey & Co.; William A. Gill, Na- 
tional Security Resources Board; Ralph W. Fair- 
banks, Ernst & Ernst, consulting management engi- 


J. W. Haslett opens the meeting 
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Association president, J. G. Nagro, (left) welcomes Lt. Gen. 
Leslie R. Groves, banquet speaker 


1950’s advances 


neers; Charles J. Berg, Jr., Metropolitan Life Insur- 
ance Co.; A. R. Hutchinson, Western Electric Co.; 
Arthur R. Mosler, consulting management engineer, 
and Dr. John Gaillard, American Standards Asso- 
ciation. 

Also James G. Hendrick, General Foods Corp.; 
Lester Phy, Continental Can Co.; James F. Foley, 
Remington Rand, Inc.; Henry T. Giese, Emerson 
Radio & Phonograph Corp.; John B. Joynt, American 
Enka Corp.; Alan Hall, Research Institute of Amer- 
ica; W. F. Luke, Western Electric Co.; Frank M. 
Knox, Frank M. Knox Co.; Robert Harmon, Shell 
Oil Co.; Bernard H. Semler, Johnson & Johnson; 
Walter Bergmann, Consolidated Edison Co.: and 
Joseph T. Cosby, Jr., Metropolitan Life Insurance Co. 

Chairmen of the various sessions were Mr. Haslett, 
T. S. Frick, Russell Barnum, and presidents of various 
local chapters. 

In his talk at the banquet on the evening of the 
igth, General Groves pointed out that it was the 
duty of every individual in management to take the 
proper steps in the safeguarding of his company’s 
documents and business records against bombing. 
After reminiscing about accounting and record-keep- 
ing practices of some government agencies in the past, 
General Groves conjectured about the effects of an 
atomic bomb strike on New York under varying con- 
ditions, expressing his faith in the judgment of the 
people in the Government who evaluated the evidence 
pointing to Russian possession of an atomic bomb. 

“So we have now lost the great opportunity that 
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we had—the great opportunity to achieve world 
peace,” General Groves said. “What has been said 
recently about how there is a great moral issue—how 
Russia could have been brought into the fold, and all 
of that—well, the effort was made by those of us who 
were responsible at that time.” 

General Groves called for economy not only in the 
defense establishment, but all through the various 
governmental agencies, and took the government to 
task for its lack of an effective policy in the Pacific. 


LOMA Meets 


A RECORD ATTENDANCE of 600 U. S. and 
Canadian life insurance company management execu- 
tives was registered for the twenty-seventh annual 
conference of the Life Office Management Association 
at the Royal York Hotel, Toronto, Canada, Septem- 
ber 25th-27th. This Association represents the man- 
agement side of 142,000 U. S. insurance employees 
and 16,000 in Canada. 

The convention had one of the most elaborate 
business machine and office methods exhibits of the 
year, with displays set up by leading manufacturers in 
this field in the United States and Canada. 

H. T. Polk, treasurer of the National Life & Acci- 
dent Insurance Co., of Nashville, was elected presi- 
dent of the association. 

J. L. Batchler, secretary of the Kansas City Life 
Insurance Co., was elected vice-president. 

Three new directors were named: Noel S. Baker, 
second vice-president, John Hancock Mutual Life 
Insurance Co.; Leonard Moselle, secretary, American 
National Life Insurance Co.; Carl H. Page, secretary, 
Central Life Assurance Society. 

Membership in the association is reported by its 
executive secretary, Frank L. Rowland, to be at a 
record 230. In addition, three applications are 
pending. 

The Life Office Management Association Institute 
was also reported by Mr. Rowland to have had a 
record year, 4,726 students having taken 8,240 exami- 
nations in 1950. 

A continuing interest was reported among com- 
panies in the many special activities undertaken by 
the association in the study of specific management 
problems. An expanding research along these lines 
was reported, with many new projects now under 
way and a long list scheduled for future action. 

The association Spring conference will be held at 
the Hotel Mayflower, Washington, D. C., May g2ust- 
gend and the 1951 annual conference at the Edge- 
water Beach Hotel, Chicago, September 24th-26th. 


IN DECEMBER 


Office Management & Equipment will carry a report 
of the American Management Association office 
management conference, in session as this issue was 
in preparation. 
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Traveler’s Dictation 


THE DISPATCHING OF LETTERS, reports, and 
memos en route, always a nuisance to the traveling 
business people, is no longer a hardship for the pa- 
trons of the Hotel Boise, located in Idaho’s capital 
city. 

Virgil G. McGee, nationally known hotel executive, 
and vice-president and general manager of the Hotel 


Inaugurating new facilities for dictation at Hotel 
Boise. In rear, from left, Walter York, Edison 
representative; Virgil McGee, general manager of 
hotel; in foreground Barbara Krouth, public steno- 
grapher. 


Boise, has announced an effortless dictating service for 
his guests. 

In the comfort and privacy of his own room, the 
guest merely picks up the telephone, requests the 
“Voice Writing” service, and dictates without further 
ado. These calls are fed through the regular hotel 
switchboard to the public stenographer, where the 
spoken voice is faithfully recorded on a disc Edison 
Voicewriter. By the simple act of moving the receive) 
handle switch up and down, the dictator may indicate 
the length of his letters and make corrections as well. 

Notices describing the Voicewriting service arc 
placed under the glass on the bureaus in all of the 
rooms at Hotel Boise. A larger sign is located at the 
registration desk, and bellmen inform each guest as 
he arrives of the availability of this special letter 
writing service. 

The complete simplicity of the system has caused a 
marked increase in the written communications of the 
Hotel Boise guests, and Mr. McGee has been com. 
mended for his foresight. 

There is no extra charge made for the Voice Writing 
service. In fact, the cost is actually lower than usual 
stenographic rates, partly because the stenographer 
saves all of the time she formerly spent taking dicta- 
tion in shorthand. 


Office Conveyors Keep Things Moving Here 


AN EXAMPLE of the efficiency and economy pro- 
vided by conveyor belt systems in offices is the instal- 
lation pictured, in the offices of Peoples Gas, Light & 
Coke Co. of Chicago. Here an Olson three-belt order 
and index conveyor is used to expedite incoming 


Conveyor system as in- 

stalled at Peoples Gas, 

Light & Coke Co., 
Chicago 


service calls. These calls include applications for serv- 

ice, complaints, discontinuances, and adjustments. 

As an illustration of the time saved by this equip- 

ment, the user points to the fact that during an 
(To page 58) 
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TYPEWRITER COMPOSING MACHINE 


designed to pose, in a single face, composition 
with justified margins, ready for offset reproduction, 
is called the Justowriter. Produced by Commercial 
Controls Corp., | Leighton Ave., Rochester, N. Y., 
the machine is said to provide a time-saving way to 
produce composition in page, galley, or continuous 
roll form, for books, newspaper manuals, or adver- 
tising copy. Machine comes equipped with standard 
keyboard and can be used as any ordinary type- 
writers. Complete unit is made up of two electrically 
powered machines, one a recorder to other a re- 
producer. Latter machine automatically reproduces 
originally typed composition from recorder. Justo- 
writers are available in six type faces, each approxi- 
mately 12 point in size. Finished in silver-grey ham- 
mertone. A specially built desk, 25x38 inches, ac- 
commodates both machines. 


NEW DEVELOPMENTS 


in its line of Time-Master dictating machines and 

ies are nced by the Dictaphone Corp., 
420 Lexington Ave., New York. These include a new 
lightweight dictating machine; control-center hand 
microphone with tilting head; small desk microphone; 
non-directional lapel microphone; dynamic chest mi- 
crophone; high fidelity executive desk microphone, 
and a seamless plastic Memobelt, which the secretary 
is holding. The machine itself now weighs only 16 
pounds, a reduction of about 25% over previous 
models. The new Memobelt, now made of extruded 
plastic, reflects a lower price, now about five cents 
for fifteen minutes of continuous dictation, the com- 
pany reports. 


VISIBLE BINDER 


called the Flex-Site, allows for quick removal or addi- 
tion of records. A two-way shift opens a place in the 
bank of records for addition of a record, or closes up 
the space where one has been removed. Produced 
by Diebold, Inc., Canton, Ohio, the binder opens to 
a flat writing position for easy posting. Fibre bind- 
ing and stainless steel cover rims provide strong pro- 
tection. A number of styles of racks and cabinets for 
housing these binders are also available from the 
manufacturer. 
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the news 


ELECTRIC ENDORSER 


a high-speed model, No. 270, has been produced by 
the C ins Busi Machi Corp., Chicago, to 
facilitate endorsing-microfilming operations in banks 
and business. The machine, with automatic feed, en- 
dorses, dates, and stacks checks at a rate of up to 
450 a minute, or 25,000 per hour. Unit can be hana- 
fed, or can be used with a Burroughs-Bell & Howell 
microfilm recorder. Is portable and can be rolled 
from one department to another. 


BOOKCASE 


with a velvoleum top and double aluminum binding 
strip, is a new addition to the Mode-Maker line 
manufactured by the General Fireproofing Co., 
Youngstown, Ohio. Finished in grey, the unit is 36 
inches wide; 16'/g inches deep, and 4134 inches 
high. Shelves move out as the doors are opened, 
and a moveable compressor keeps the books upright. 
Standard arrangements include a glass door on top 
and a solid one on the bottom. Case can be used 
for any number of purposes. Individual locks can 
be furnished. 


INDEX HOLDER 


made of durable Tenite plastic, angled for finger-tip 
lifting, and available in sight-saving amber color, has 
been incorporated on to the vulcanized fibre divider 
tabs of all 45 standard models and special units of 
the Savasort Co., 530 24th St., West Palm Beach, Fla. 
This part of their sorting equipment, ranging from 
25 to 1000 division units, was introduced at the 
recent National Business Show. Will eliminate glare 
of transparent plastic holders, smudge of metal- 
holders, and "cracked finger-nails" of flat style 
holders, while increasing sorting speed of the oper- 
ator, the company says. 


SPEEDLINER DUPLICATOR 


produced by the American Photocopy Equipment 
Co., 2847 North Clark St., Chicago, prints 60 copies 
per minute of anything written, typed, or drawn, and 
in up to five colors if desired, simply by inserting 
a master sheet and turning the crank. The company 
also has another compact office machine, the Photo- 
exact Copier, which instantly produces legally-ac- 
cepted exact copies of any written or printed matter 
by a photo-like process. Full details on both ma- 
chines available from company direct. 
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ENGLISH DUPLICATOR 


produced by Gestetner, Ltd., of England, is now 
available from the Duplicator Corp., 50 McLean 
Ave., Yonkers, N. Y. Each is backed by a 3-year 
guarantee for parts and service. One major fea- 
ture of this machine is its inking system. The ink, 
in its original package, a large flexible tube, is 
merely clipped into the machine. Thereafter, a 
simple lever-action vacuum feeds the paste-ink to 
the dual cylinder printing system. 


PORTABLE TYPEWRITER 


introduced by the Royal Typewriter Co., 2 Park Ave., 
New York, is available in two models, the Quiet De- 
Luxe and the Arrow. They replace the Gray Magic 
models in the company's line. The new portable 
features the Magic-Margin, an automatic margin 
setting device; a plastic key Speed King keyboard; 
an automatic carriage centralizer which moves the 
carriage to center position as the case lid is closed, 
and many others. Has a fully standard keyboard. 
Also features a new Contour Case, a smartly-styled 
piece of luggage. DeLuxe model will retail at $92.50, 
and the Arrow at $82.50. 


DIRECTOR MODEL 


a two-door safe with nearly 32,000 cubic inches of 
inside space, is a new addition to the line produced 
by the Protectall Safe Corp., Syracuse, N. Y. A 
complete assortment of interior units is being mar- 
keted for use with these new safes, making possible 
thousands of different arrangements. New model is 
built to provide for protection against fire up to 
1700 degrees for one hour, and carries the Under- 
writers’ Laboratories C and T-20 labels. 


BOOKMASTER 


a device which will hold large books upright and 
open, making copying easier and allowing for faster 
reference work, is manufactured by the Bookmaster 
Co., First National Bank Bldg., Miami, Oklahoma. 
Entire unit is made of steel and can be folded away 
into a desk drawer. Flexible steel fingers hold pages 
open, and an attachment is available to accommodate 
especially large books like those used to house county 
records. 
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new things in the news 


SPACE-SAVER DESK 


from the island base Expediter series of the Myrtle 
Desk Co., High Point, N. C., measures only 52 x 32 
inches, yet is claimed to possess all the comfort and 
convenience features of the accepted 60-inch models. 
It is also equipped with side rail suspension drawers, 
and is offered in walnut finish on walnut veneers 
(shown is this model, No. 5353-F); and in the Softone 
finish on riftoak, No. 5253-F; which is approved by 
the Wood Office Furniture Institute. 


GAS FUELED LIGHTER 


the Flaminaire, is now being made available through 
exclusive manufacturing and distribution rights ac- 
quired by the Parker Pen Co., Janesville, Wis. Per- 
formance of the wickless butane gas lighter has es- 
tablished its ability to provide upwards of 3000 
lights from a single cartridge. The gas is odorless 
and tasteless. Unit weighs only 3!/. ounces. Has 
a release button separated from the flint wheel to 
avoid accidental lighting. Priced at $17, with buta- 
bloc cartridge refill at 75 cents. Comes in a com- 
pact, brushed-metal finished case. 


ELECTRIC DUPLICATOR 


fully automatic, is this RE model which features an 
integral cabinet-base for handy storage of masters, 
carbons, papers, fluid. Produced by REX-O-graph, 
Inc., 7840 West Hicks St., Milwaukee, the machine 
will print up to 110 copies per minute, up to 500 
from one master, and in up to five colors, one stock 
from postcard size to 9 x 17-inches—tissue to card 
stock thickness. A heavy-duty model, its features 
include a visible fluid supply and ‘feather-touch 
operation.” 


FILE CABINETS 


offered in legal and letter size by the Berger Mfg. 
Div., Republic Steel Corp., Canton, Ohio, this year 
are highlighted by the development of a new auto- 
matic, Sta-Lock locking drawer compressor, and the 
addition of easily installed file frames for suspended 

filing. The company has standardized its platinum 
f : grey finish for files as well as other office equipment. 
Grade A files are made in 2, 3, 4, and 5-drawer sizes, 
and the B grade with 4 drawers. A utility C grade 
is available with 3, 4 or 5-drawers, all in legal or 
letter types. 
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PRIVATE LOCKERS 


ur insulated record files are announced by Herring- 


Hall-Marvin Safe Co., Hamilton, Ohio. Two different 
styles of lockers may be substituted for one or more 
of the standard file drawers to create private, locked 
compartments for confidential papers and private 
belongings. Lockers are formed by installing steel 
doors in file drawer openings. Various types of locks 
can be furnished. 


CONFERENCE TABLE 


made to conform with ASE desks, and available in two 
new models, has been added to the 6000 line pro- 
duced by All-Steel Equipment, Inc., Aurora, Ill. Model 
No. 6201, 120x42 inches, is pictured. It features a 
roomy center drawer; rounded corners and edges and 
table-top surfaces of linoleum with anodized alumi- 
num trim. Tables are available in a wide range of 
sizezs, and standard colors are grey and green. Others 
obtainable on special order. 


FOR THE SMALL OFFICE 


the Haskell Mfg. Co., 207 Penn Ave., Pittsburgh, 
has a new type of steel desk—a compact, 36 x 18- 
inch top model, available now in four different 
types. The PR-Junior, as the desk is identified, is 
available in 27 and 29-inch typing heights. A 
roomy center drawer is also obtainable, in addition 
to the all-purpose and deep file drawers with which 
it is equipped. Finished in grey or green with 
matching linoleum top, the hardware is satin finished. 
Edging is of aluminum. 


RECEIVING AN AWARD 


The Gold Medal Award of the Fashion Academy, 
given for “Excellence of Design," is shown being pre- 
sented to Walter J. Niles, president of the Sound- 
Scribr Corp., New Haven, Conn., left, by the Acad- 
emy's director, Emil Hartman, right. The company is 
the first office equipment manufacturer to receive 
this award. Presentation was made at the National 
Business Show. 
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new things in the news 


MACHINE DESK 


offered in a small 50-inch size by the General Fire- 
proofing Co., Youngstown, Ohio, will accommodate 
a variety of office machines. Desk is available with 
the pedestal or machine well on the right or left. 
Desk is 50-inches wide; 30!/2 inches high; 30 inches 
deep, and has a writing surface of 34 inches. Model 
No. 1450-CR3, is pictured. 


REVISED EDITION 


of their Social Security and Withholding Tax Chart, a 
hinged-card visible index system, is announced by the 
Delbridge Calculating Systems, 2510 Sutton Ave., St. 
Louis. It shows the new withholding deductions that 
became effective October Ist, and also shows the 
3 1% social security deductions. Chart also features 
sr three line grouping of answers thus eliminating read- 
: ing across columns. Operator spots the top line, 
center line, or bottom line answer in the reference 
group. Chart is published in weekly, biweekly, semi- 
monthly, or monthly payroll periods, and all editions 
include a set of tables treating daily and miscellan- 
eous period deductions. Priced at $3.50. A special 
edition will also be available for miscellaneous period 
deductions, covering | day to 31 days by steps of 
one day. This will cost $5. 


NON-TIP COSTUMERS 


featuring sturdy 3-legged bases and rigidly construct- 
ed of 2-inch tubular steel welded to solid steel bases, 
are from the Atlantic Brass Works, Inc., Dept. 12, 
2600 West Addison Ave., Chicago. Finish is of 
chrome plate, and units are shipped assembled in in- 
dividual cartons. Model at left has three pairs of 
stationery hooks, the one at right has six which re- 
volve on a double set of ball bearings. 


OFFICE CHAIR MAT 


marketed under the name Never Slip, is announced 
by the B. F. Goodrich Co., Akron, Ohio. Made of 
a rubber compound, the mat has a lip 18 inches 


Re long and 30 inches wide, fitting snugly under all 
+h chairs and desks. With all edges bevelled, it lays 
if perfectly flat. Has a wax-like finish and is brown 
Yr throughout. 
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new things in the news 


LABEL PASTER 


motor-driven, is new from the Potdevin Machine 
Co., 1285 38th St., Brooklyn, N. Y. The Mini- 
Labeler is made of metal and finished in crackle- 
green. It is adjustable to apply the desired amount 
of adhesive. Will paste labels up to 4-inches wide 
and in any length. Both reservoir and coating 
roller are made of bronze to avoid corrosion. Unit 
is 8 inches wide, 12 inches long, and 7/2 inches 
high. Works on any AC outlet and is simple to 
operate. 


EXECUTIVE DESK 


designed especially for those who desire the styling 
of a turned leg type, is this new model No. 5468-F 
in the Cavalier series produced by the Myrtle Desk 
Co., High Point, N. C. Desk has a shaped top with 
rounded corners, semi-flush die-cast metal drawer 
pulls in antique bronze finish, and drawer fronts of 
walnut veneers. Matching companion pieces are also 
available for the complete furnishing of an execu- 
tive office. 


TWO MODELS 


from the new Streamliner steel desk line produced 
by the Globe-Wernicke Co., Cincinnati, are shown: 
No. 3S-66 Ft. top, has square top and island base, 
will adjust from 29 to 30!/2-inches. Desk at bottom, No. 
3M-66 FT, utilizes the fully molded linoleum top 
with the island base. Desks are 66-inch -xecutive 
flat-tops. 


“YOUR SIGNATURE" PEN 


recently introduced by the Sheaffer Pen Co., Fort 
Madison, la., has a 14-karat gold band on which 
the owner's signature is engraved—exactly as he 
would write it. The new line embraces all the me- 
chanical features of the top Sheaffer series, yet is 
priced at only $29.75 (pen $19.75, pencil $10, no 
Federal tax.) 
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new things in the news 


FIRST PAYROLL BOOKS 


said to contain the new 1951 Withholding Tax tables, 
are these from Mutual Publishers, 21 Howard St., 
New York. Every wage-earner is affected by this new 
tax law which went into effect October Ist of this 
year, thereby rendering the old tables no longer 
usable. Mutual has four sizes of books for firms em- 
ploying only a few workers to those employing as 
many as 100. 


_ POSTURE CHAIR 


designated as the Cosco Finger-Lift model, is one of 
four newly added to the line produced by the Ham- 
ilton Mfg. Corp., Columbus, Ind. Chairs are of 
tubular steel construction, finished in heavy chrome 
or baked-on grey enamel. Legs are fitted with free- 
rolling rubber casters operating on lifetime-lubricated 
ball-bearing swivels. Both seat and posture back 
can be adjusted without use of tools or turning over 
the chair. Seat can be raised to any height between 
17 and 20-inches simply by lifting lightly on the 
seat. A control lever lowers and locks securely at 
any height in this same range. Seats are padded 
with foam rubber, the back with Tufflex. 


ADDRESSING MACHINE 


the spirit-process type, is new from the Weber 
Addressing Machine Co., 200 West Central Rd., 
Mt. Prospect, Ill. It employs a felt wick to which 
printing fluid is fed by capillary action from 
beneath, between printings. Addressing is from 
carbon reverse of mailing lists, typewritten on rolls 
of hecto paper. Will address tissue-thin air mail 
envelopes to |-inch thick catalogs and booklets, at 
speeds up to 1500 pieces an hour, ejecting each 
piece automatically. Lists can be used up to 100 
times. 


HIGH LEVEL ILLUMINATION 


for the drafting room of the New England Electric 
Power Co., Boston, was achieved by the installation 
of overhead fluorescent lighting designed by Syl- 
vania Electric Products Co., 500 Fifth Ave., New 
York. By furnishing about 100 footcandles of illlumi- 
nation at desk level, the power company was able 
to eliminate individual desk lamps throughout the 
3100 square foot drafting department. New lighting 
consists of continuous rows of 8-foot louver-shielded 
fluorescent fixtures, suspended 12 inches from the 
acoustical ceiling. 
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f. Two index 
drawers for 3” x 5” 
or 4” x 6” Cards 
(6400 capacity). 


2. Card drawers 
can also be used 
for cancelled 
checks. 


3. Two ball- 
bearing letter size 
drawers for letters 
and invoices. 


REE CUTS OR PHOTOGRAPHS 
E AVAILABLE ON REQUEST 


COLE 


i aL 


4. Steel safety 
vault for valuables 
(only YOU know 
the dial combina- 
tion). 


5. Three adjust- 
able storage com- 
partments for sup- 
plies under lock 
and key. 


The “AUDITOR'S” File No. 478 6; 


Size: 37%” high, 30%” wide, 17 ¥2” deep. Cole gray baked 
enamel finish. The above with plunger type lock which auto- 


matically locks all drawers. No. 478PL...............0000006 $75.00 
The above cabinet with four letter size drawers, instead of two. (The additional 
drawers replace the lower storage compartment.) No. 474.................c0ccc000 $72.50 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF ROCKIES. 


STEEL EQUIPMENT COMPAN 
285 Madison Avenue | 
— i jae" | - 


New York 17, New 
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SANITARY BASES 


for all size files 
$325 


STURDY CONSTRUCTION — Prontos are built of 275- 
Ib. test corrugated fibre board and reinforced with 
steel on the shell and the four corners of the drowers. 


SAVE FLOOR SPACE — Constructed so that they inter- 
lock into solid units and stack as high as the ceiling, 
saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at 
all records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files ore beautiful 
in appearance, finished in an attractive olive green. 
The steel drawer front matches your regulor active 
office files. 


Prices Slightly Higher in Texas, Coloredo and West of Rockies. 


Suggested Uses 
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SIZES AND PRICES 


FIBRE BOARD 
DRAWER FRONT 


Inside Dimensions 


File 


PRICE 
Width Height Length} No. Single Carton 


Letter Size... 

Legal or Cap... 
Invoices... can 
*2 Rows 8x5 Forms 
*Invoices or 2 —_ 8x5 
Freight Bills 

Checks . 

Drafts or Checks. 
Drafts or Checks 

5x8 Forms 

Deposit Slips (2 Rows) 
*Deposit Slips ; 
Tabulating Cards 
*3x5 Cards fF i : 


fisher Size . 


*4x6 Cards (2 Rows 
*3x5 Cards (2 Rows 
hee wg —* - 
frsgeer § heets _. 
Ledger Sheets _ 


-- 10%... 24 .* ae. - Se 
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Tools of the Office 


A continuing series 


FILE CABINETS 


Art Metal Construction Co., Jamestown, N. Y. 

@ Report the new Card Record Desk. Consists of either 
single or double pedestal and posting table equipped with 
box drawer at regular desk height. Pedestals are avail- 
able in 5- or 6-drawer capacities. Five-drawer pedestals 
are designed to hold 8” x 5” only in three insert trays 
per drawer allowing total filing capacity per pedestal 
of 223% linear inches. Six-drawer pedestals may hold 
either 5 x 3 or 6 x 4 cards in 5 or 4 portable insert 
trays per drawer, respectively. Capacity of 6-drawer 
pedestal is 616% linear filing inches for 5 x 3 cards and 493% 
linear filing inches for 6 x 4 cards. All drawers are equip- 
ped with Art Metal Cradle-Type Progressive Suspensions. 

“These Card Record Desks therefore can be arranged so 
as to easily bring a card system consisting of as high as 
125,000 record cards within convenient reach of an opera- 
tor from a sitting position,” maker claims. 

Also announce a new, completely re-engineered Speed- 
File, claimed to be smoother and faster than any model 
previously produced by the company. Features include full 
visibility and easy reference position of entire contents of 
file drawers immediately upon opening. Last folder is 
fully accessible and as convenient for use as any other 
in drawer. All drawers have rigid front and expan- 
sion back which permits contents to automatically slope 
backward 3%” throughout drawer immediately upon open- 
ing. This provides greater strength to the entire file 
assembly. All Speed-Files are equipped with Art Metal 
Speed-File Spacers which divide contents of file and 
provide full support in partly-filled drawers. Drawers 
are designed to accommodate standard vertical file guides. 
Guides are locked into place with a snap-out guide 
rod. To remove guides, press down knob of guide rod and 
pull out. Drawer suspension is the Art Metal ball bearing 
roller side arm suspension which assures easy rolling, 
smooth, quiet and clean operation without soiling of opera- 
tor’s clothing. Speed-File requires no space allowance for 
mechanical parts thereby providing maximum usable filing 
space. All drawers are standard full height. Speed-Files 
are available at present only in the five drawer height, but 
eventually will be offered by Art Metal in four-, three-, and 
two-drawer heights. 


Art Steel Sales Corp., 170 W. 233rd St., New York 

@ Joseph Burger, president of Art Steel Sales, manufac- 
turers of the Steelmaster line of file cabinets, reports that 
consumer acceptance of Steelmaster’s combination safe and 
file has been instantaneous. Priced at $49.50 for the letter 
size unit and $52.50 for the legal size, the Do-It-All-In-One 
files cards, correspondence, checks, mortgages, deeds, etc. 
and office supplies. Offers 4-way keyed protection by in- 
terior locks and has two outside heavy duty doors. 


Berger Mfg. Div., Republic Steel Corp., Canton, Ohio 
@ Conforming with the trend toward lighter shades of 
office furniture, Berger has now standardized its platinum 
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This month: file cabinets and storage 
files 


grey finish for files as well as all other office equipment. 
Berger reports that their easily installed No. 8400 file 
frames have been incorporated in their files this year, in- 
creasing their range of usefulness. File frames may be 
substituted for compressors for suspended filing. 

Grade A files are made 2, 3, 4, and 5-drawer sizes and 
the B grade with 4 drawers. The utility grade C file is 
available with 3, 4 or 5 drawers. All are made in letter 
or legal sizes. At the same time Berger reports their new 
Sta-Lock file compressor on A and B grade files. 


Cole Steel Equipment, 285 Madison Ave., New York 

@ Report steel shortages have affected their line to the 
degree that wardrobe cabinets and shelving units will not 
be publicized in the future. However, Cole reports that 
they intend to continue with manufacture of their complete 
line of Air-Flo files (letter and legal size) and desk height 
combination units including safes, two-drawer files, and 
Cole’s convertible desks. 


Corry-Jamestown Mfg. Co., Corry, Pa. 


@ No changes in manufacturing or distribution policy are 
reported here. ‘‘Rearmament program is increasing de- 
mands of both military and industry for files that can 
stand up to constant daily use. So increased demand for 
A Grade files in particular, has been marked,” maker 
reports. Full ball-bearing suspended drawers, positive side- 
locking compressors, available in Corry grey, olive green, 
walnut, mahogany and blonde walnut. Letter, Legal, Com- 
bination, Card Index, Check, Document, Ledger, Bill, 
Fingerprint. 


General Fireproofing Co., Youngstown, Ohio. 

@ There have been no significant changes in these GF 
products during the year, though a number of additional 
models have been added to the line—the most significant 
being the counter-height file units. 

“Other manufacturers are now coming out with the 
“swing-front or swing-back” features in filing cabinets 
which were first introduced by General Fireproofing in 
1934,” maker claims. 

The complete line of Super-Filers are available in 5-, 4-, 
3-, and 2-drawer heights. Desk high, drop head, caster 
supported Telefacts cabinets, which have many Super-Filer 
features, are also available. 

Essentially, the Super-Filer is the same as when first 
introduced, except for the postwar self-adjusting divide-a- 
files which give support and adjust automatically to changes 
in drawer contents. 


@ A GROWING TIGHTNESS in steel and fear of restrictions 
on its non-military uses finds many manufacturers of metal office 
furniture sounding a note of caution. 

As manufacturers study the provisions of the new priorities being 
set up by the National Production Authority, purchasers may ex- 
pect to be advised by manufacturers as to their status. 

Readers will note that this installment of "Tools of the Office” 
is by no means as extensive as its 1949 counterpart, one reason 
being that a number of manufacturers are currently engaged in 
determining their policies and procedures in this emergency. 
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FILE CABINETS 
Tools of the Office 


The following items are still being offered: Three- and 
four-drawer non-suspension files, two-drawer desk com- 
panion, portable secretarial, Add-a File single drawer units. 

“Conditions beyond our control make it impossible to 
mention prices at this time,” maker says. 


Globe-Wernicke Co., Cincinnati, Ohio 

@ Report that their Duro-Guard steel file was scientifically 
developed to meet the increasing demand by business for 
an economically low-priced, quality file that combines 
functional efficiency with sturdy construction and smartly 
modern appearance. During the past year, especially, 
Globe-Wernicke dealers have reported a decided and _ in- 
creasing trend on the part of business for a steel file, mod- 
ern in concept and design, as exemplified by this new 
model, available in both letter and legal sizes in two- and 
four-drawer heights. 

Flush-drawer front, ball-bearing suspension slides, and 
Globe's precision one-piece wrap-around construction are 
some of the new Duro-Guard’s outstanding features. Spe- 
cial emphasis was placed on design of the file’s white metal 
hardware so that drawer pull, label holder, and guide rod 
knob would be in perfect harmony with the file’s sym- 
metrical drawer front. These files come in a variety of 
finishes: seal grey, green, walnut grained, and mahogany 
grained. Automatic locks are available at a small additional 
charge. 

Other files in. Globe-Wernicke’s extensive line include: 
GlobeArt steel files, letter and legal sizes, in two-, three-, 
four-, and five-drawer heights (variety of insert drawers 
available); Let-R-Guard steel files, letter and legal sizes, 
in two- and four-drawer heights; Globe-Wernicke wood 
files, letter and legal sizes, in two-, three-, and four-drawer 
heights (variety of insert drawers available). 


Rockwell-Barnes Co., 35 E. Wacker Drive, Chicago 

@ Rock-A-File is a standard steel filing cabinet featuring 
side-opening compartments instead of the pull-out drawer. 
“The side-opening construction saves floor space,” manu- 
facturers says, “saves filing time, and makes contents more 
accessible.” The units come in 2, 3, and 4-compartment 
units, in letter and legal sizes. There is also a Rock-A- 
File personal file for executives’ and private secretaries’ 
offices. Manufacturer reports, “We are finding consumer 
acceptance of our Rock-A+File line increasing weekly, how- 
ever the present steel situation will, no doubt, play an im- 
portant part in our future plans.” 


Victor Safe & Equipment Co., Inc. 

North Tonawanda, N. Y. 

@ The Victor “Bestline” is a grade A steel file of improved 
construction and design. Smart in appearance and equipped 
with a unique concentric roller suspension that enables 
even the most heavily loaded drawer to glide in and out 
almost soundlessly. 

Each drawer is equipped with drawer latches con- 
veniently placed inside the drawer handle where they can 
be easily operated by a slight pressure of the same fingers 
that open the drawer. Cabinets can be equipped with a para- 
centric key lock to control all drawers in one cabinet simul- 
taneously. 

Victor Bestline files are available in 2, 3, 4 and 5 drawer 
heights in letter, and other sizes. This variety plus a 
wide assortment of card and insert drawers, cupboards, 
counter equipment and other accessories make the “Best- 
line” adaptable to every filing need. Standard finish is 
grey, although olive green, walnut, mahogany or other 
finishes are also available. 


Western Mfg. Co., Aurora, Ill. 
@ A new model four-drawer filing cabinet using oil-less 
rollers to be released this year. All other standard cabinets 
will also be so equipped. 

Critical conditions in steel will make delivery dates a 
very important factor in the sale of all steel goods. 
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STORAGE FILES 
Tools of the Otftice 


Bankers Box Co., 720 So. Dearborn St., Chicago F 

@ Offer the Liberty record storage boxes, made of tough 
corrugated fiber-board. Heavily gummed reinforcing tape 
at all points of strain. These one-piece boxes are packed 
flat, either six or twelve to a carton depending on box size, 
and are easily set up. Patented closing method. Boxes 
come in 23 standard stock sizes. Manufacturer also has 
Liberty Prefab wood shelf racks, easily assembled, for 
storing the filled boxes. Starter unit and extension units. 


Convoy, Inc., P. O. Station B, Box 216, Canton, Ohio 

@ A positive drawer stop has been made standard on 
Convoy’s Chem-Board storage files without any change in 
prices. The new stop is described as positive in action, re- 
quiring a slight lift of the front of each drawer to remove 
it from the case. The stop is said to have been developed 
to fulfill requests from users for making it easier and 
safer to take full advantage of the fact that Convoy storage 
files can be stacked ceiling high without intermediate 
supports. 

The stops are built integral with the top reinforcing cuffs 
on the inside fronts of the cases. They stop the backs of 
the drawers about one inch from the fronts of the cases. 
The stops, as well as cases and drawers, are made of Chem- 
Board, the product of Convoy’s exclusive chemical impreg- 
nation process which transforms raw corrugated fibre-board 
into this new flint-hard and rock-strong material. The 
new drawer stops are claimed to be more than strong 
enough to withstand the shock of stopping loaded drawers, 
and the strain of holding them in suspended position, with- 
out distortion of drawers or cases. 

The fourteen standard files, incorporating the new drawer 
stop, are said to be available for prompt shipment. 


(To page 56) 


TOOLS OF THE OFFICE SERIES 

JANUARY—Office safes, check devices, and executive 
chairs. 

FEBRUARY—Typewriters, copy holders, time recorders, 
wardrobes and lockers. 

MARCH—Purchasers’ Guide Issue—no installment this 
month. 

APRIL—Fans, air circulators, air conditioning units, and 
water coolers. 


MAY 


Floor covering, mailroom equipment and machines, 
and shelving. 

JUNE—Duplicating machines, photocopying equipment, 
and whiteprinters. 

JULY—Bookkeeping machines, payroll machines and sys- 
tems, intercommunication equipment, and_ pencil 
sharpeners. 

AUGUST—Staplers, numbering machines, and secretarial 
posture chairs. 

SEPTEMBER—Adding and calculating machines, micro- 
film equipment, and dictating machines. 

OCTOBER—Desk lamps, office lighting fixtures, and visi- 
ble index units. 

NOVEMBER—File cabinets and transfer files. 

DECEMBER—Executive desks and supply closets. 
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(1) Corry-Jamestown line of files; (2) Art 9. 
Metal Construction Co.’s Card Record Desk; 
(3) a General Fireproofing Super-Filer; (4) 
Cole Steel Equipment’s single drawer unit, 
illustrating its roller bearing detail; (5) Berger 
Division’s 4-drawer file; (6) Art Steel Sales 
Corp.’s Do-It-All-In-One unit; (7) Globe-Wer- 
nicke’s Duro-Guard file; (8) Victor Safe & 
Equipment Co.’s Bestline file; (9) Rockwell- 
Barnes’ Rock-A-File; and (10) Western Mfg. 


Co.’s unit. 
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(1) Vanguard Enginering’s stacked drawer 
units; (2) Convoy, Inc.’s Chem-Board storage 
files, illustrating their positive drawer-stops; 
(3) Globe-Wernicke’s transfer case; (4) Dolin 
Metal Products’ steel storage cabinet; (5) 
Pronto File Corp.’s Perfect storage file illus- 


STORAGE FILES 
Tools of the Office 


- (from page 54) 


Diebold, Inc., Canton, Ohio 

@ Safe-T-Stak files get their name from the fact that they 
stack quickly and easily to ceiling height without danger of 
tipping. Patented slip-keys and tie-links lock the files to- 
gether vertically, horizontally, and back-to-back into one 
solid mass of files. No tools are required for installation. 
No screws, bolts, nuts, rivets, or welds. 

Space economy is the keynote, with each file designed 
overall but slightly in excess of the size of the records to 
be filed in it. No extra shelving or supports of any kind 
are required, and space can be utilized right up to the 
ceiling. Cases are completely enclosed, and have close- 
fitting drawer fronts, protecting records from dust, vermin, 
and rodents. Safe-T-Stack files have been laboratory-tested 
for strength and load carrying capacity, and results are 
available from the manufacturer. Made in a variety of 
standard sizes or on order. 


Dolin Metal Products, Inc., 189 Varet St., B’klyn., N. Y. 
@ Make 25 different sizes of all-steel storage files. Most 
sizes have 4 rollers for smooth drawer action. Files are 
easily interlocked into solid batteries. Bases, follower 
blocks, and locks are available as optional equipment. 


Globe-Wernicke Co., Cincinnati, Ohio 

@ As a result of present governmental regulations requir- 
ing the preservation of records for a period of years and, 
also, due to the general need of business to save vital busi- 
ness papers and records, Globe-Wernicke has produced a 
drawer style folding storage case that keeps old records 
“as easy-to-get-at and as handily accessible as if they were 
in the active files.” This storage or transfer case is fabri- 
cated of sturdy corrugated board with a strong metal 
frame on the inside at the front to reinforce the case. 
Transfer cases come conveniently knocked-down for easy 
storage until needed. They are easily assembled in a mat- 
ter of seconds. Each case has a strong, metal drawer pull 
and a detached gummed label for listing drawer’s contents. 
Cases come in neutral tan, in letter (No. 3F-1) and legal 
(No. 3F-2) sizes. 


Pronto File Corp., 285 Madison Ave., New York 

@ Manufacture of this line of storage and transfer cases 
continues. These files are made of tough fiberboard and 
reinforced with steel—shell as well as drawer. Can be inter- 
locked into solid batteries and stacked high. Letter and 
legal size as well as check size. The Pronto Perfect is a 
permanent record storage file of corrugated board with a 
top hinged cover. 


Vanguard Engineering & Mfg. Co., 

53 W. Jackson Bivd., Chicago 

@ Present federal and state laws as well as the possible 
future controls makes it imperative for business men to 
maintain old records in larger numbers with increased 
accessibility,” maker claims. “We believe that our transfer 
file has been designed to fit this trend in all major respects. 
It will protect the records against the usual deterioration 
causes, contains the maximum amount of records in the 
minimum space, and its roller drawer suspension permits 
finding the desired record with the least physical effort. 
Unit’s design permits it to be used in the office as an active 
file and when transferring of records is necessary, the en- 
tire drawer can be exchanged for an empty drawer from 
a similar unit in the storage area. List price of each drawer 


ao trating safety lock; (6) the Liberty storage unit is $9 each, F.O.B. Chicago. 
aye ease of Bankers Box Co.; (7) Diebold, Inc.’s Drawer units and the recessed base are sold separately 
q : Safe-T-Stak files. and the follower blocks are also optional. 
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DOUBLE-PURPOSE OFFICE ROOM 
Conference room of the H. S. Crocker Co., of San Francisco, has cabinets at end of the room for stor- 
age of folding chairs, made by Clarin Mfg. Co., Chicago, used for larger meetings. Suppliers for this 
useful space were: Conference table, Commercial Furniture Co., Chicago; leather arm chairs, Milwaukee 
Chair Co., Milwaukee, Wis.; acoustical material, Armstrong Cork Co., Lancaster, Pa.; floor covering, 
Paraffine Companies, Inc., San Francisco. The architect was A. W. Kahl, San Mateo, Calif. 
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Building Group Spirit 


(From page 35) 

Be thankful for your competitors. Keep employees 
aware of company competition as a solidifying agent 
for company spirit. Opposition builds spirit. If the 
opposition is another department, it may build de- 
partmental spirit at the sacrifice of company spirit. 
But when the opposition is outside the company, 
departmental spirit is broadened to become com- 
pany spirit. 

And, an aside to the individual. Perhaps you are 
not yet in a position where you can initiate these 
policies that build company spirit. Perhaps your 
company does nothing to built spirit. Perhaps your 
spirit for the company is lukewarm, or chilly. We 
hope not, for good company spirit will make your 
work more enjoyable and hasten your promotion. 
You can apply the -rinciples anyway, and increase 
your own individual spirit for the larger group: 

1. Have a wide acquaintance in the company. Get 
acquainted with employees in other departments and 
crafts. Perhaps the company does not get everyone 
together, but you can expand yourself by expanding 
your acquaintances. Watch lest you get mixed up in 
a narrow clique. 

2. Take part in employee activities, hobby groups, 
athletic contests. Take part in the suggestion system. 

3. Find some heroes. Learn the company history 
and traditions. Find some living heroes among out- 
standing employees and inspiring executives. Imitate 
them. 

4. Get to know some of the brass hats, if only from 
a distance. Follow their doings in the newspapers 
and trade news. Get to know some of them person- 
ally; they are usually flattered by such attention if 
you do not take too much of their time and do not 
ask for favors. And it never hurts your chances if 
they, in turn, know who you are. 

5- Learn the company goals and_ ideals, even 
though they may not be written. Work for ideals of 
your own that are in harmony with the best of the 
company philosophy. Work for ideals as well as 
things. Write these ideals out, perhaps as a skogan. 

6. Keep an eye on competition, not a rival clique, 
but outside competition. Widen vour horizon to in- 
clude more than the company. ‘Take in the business, 
and the world. 

Take down any fence that separates you from 
others. 


Punched-Card 
Applications 


(From page 39) 
rials and maintenance. Royalty payment accounting, 
closely linked with handling of the sales register, are 
handled as a by-product of that activity. 
The punched-card equipment is used to furnish all 
general ledger entries except journal entries. The 
posting of the general ledger now takes 214 days’ 
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time of one clerk, with an average of 1,000 postings 
a month handled, often in as many as 400 accounts 
and sub-accounts. 

Income tax reports for employees, showing their 
total gross earnings, are prepared entirely by machine 
processes from the payroll summary cards. Plant 
equipment reports are tabulated by means of unit 
cards that have been punched for each piece of equip- 
ment. Fixtures and furniture reports are made up in 
the same way. 

By way of summing up Baker Oil Tools’ experi- 
ence, now covering a period of more than nine years, 
with punched-card procedures, Mr. Burnham has 
this to say: 

“Dividing the 514 clerical units for the machine 
and clerical cost of operating our tabulating depart- 
ment, it is interesting to note that all of our payroll 
and labor distribution is done at approximately the 
cost of two clerical salary units; all of the sales analy- 


sis and accounts receivable work is handled at a cost 


of 11% clerical salary units, and all of the miscellane- 
ous and special reports are handled at the equivalent 
of 11% clerical salary units. 

“Those general figures, it will be noted, include 
machine rental, card costs, and operators’ salaries, 
and they take the proposition only from the stand- 
point of savings effected in accounting and other con- 
trol costs. As a matter of fact, we gain a great deal 
more from the data so promptly and accurately pro- 
duced, and it would indeed be difficult to operate 
with anything like our present efhciency without 
these economical and complete production, sales, and 
general accounting controls.” 


Office Conveyors 
(From page 42) 


emergency situation, 800 service orders were handled 
in a single hour. 

In this particular installation, a conveyor runs 
along the side of each of three rows of desks. As the 
orders are written up by the telephone order-takers, 
they are placed on the conveyors and carried to a 
collection chute at the head of each row, where they 
are discharged. At this point a reviewer sorts out the 
special orders for immediate action and has the re- 
mainder teletyped to branch service stations. 

This conveying system was designed, built, and in- 
stalled by the Samuel Olson Manufacturing Co., 2421 
Bloomingdale Road, Chicago. According to Peter Ol- 
son, president, conveyors of this type can be fitted 
to both conventional and unusual requirements and 
are available as either single or multiple belt units. 
Such conveyors have been manufactured with as 
many as twenty-two separate belts, each terminating 
at regular intervals and discharging at desks along 
the way. These conveyors can be used to accumulate 
material, as in the case of a single belt, or to dis- 
tribute work from a central point by multiple belts. 
Conveyors of this type are said to have proved ex- 
ceptionally efhcient for such users as steel warehouses, 
air lines, wholesale dry goods companies, mail order 
concerns, and stock brokerage offices. 
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PEOPLE IN THE NEWS 


The election of James F. Brehm as president of Freder- 
ick Hart & Co., Inc., manufacturer of electrical and elec- 
tronic equipment, Poughkeepsie, N. Y., has been an- 
nounced by Thomas Roy Jones, president of ATF Inc., 
parent company of the Hart concern. 

Mr. Brehm joined the company in 1949 as vice-president, 
and has also served as general manager and _ treasurer. 


James F. Brehm 


Prior to this association, he was executive vice-president 
and secretary of the Bay State Optical Co., Attleboro, 
Mass., and had been with International Business Machines 
Corp. for sixteen years in various executive capacities. He 
is a past-president of the National Association of Cost 
Accountants. 


The Underwood Corp., 1 Park Ave., New York, an- 
nounces through V. F. Schneble, works manager of the 
Hartford, Conn., plant, the recent appointment of Charles 
V. Jayne as personnel manager. Mr. Jayne, who came to 
the company in 1943 as an expediter, will now direct em- 
ployment and personnel activities at the Hartford works. 

Prior to his connection with Underwood, Mr. Jayne 
served for a number of years in the management of the 
Hartford YMCA, and as a member of the home office 
staff of the Travelers Insurance Co. in that city. 


The appointments of Paul Coty as market development 
engineer of the Southwestern sales region, and Jack Wyatt 
in a like position in the Western region, are announced by 
the Ozalid Division of the General Aniline & Film Corp., 
Johnson City, N. Y. 

Mr. Coty has been with the division since 1939. Prior to 
that, he was store manager at the Borden Co. Mr. Wyatt. 
an Ozalid sales representative since 1946, was formerly 
associated with the Otis Elevator and U. S. Rubber com- 
panies. 


Gilbert H. Scribner, senior partner of Winston & Co., 
Chicago business real estate and management company, 
was recently elected a director of International Business 


Gilbert H. Scribner 


Machines Corp. Mr. Scribner is a trustee of the Mutual 
Life Insurance Co. of New York, and a director of William 
Wrigley Jr. Co., Chicago National League Baseball Club, 
and the National Boulevard Bank of Chicago. 
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Walter C. Mason, director of personnel for the E. F. 
Hauserman Co., Cleveland, producer of moveable steel 
interiors, has been re-elected president of the American 
Society of Personnel Administrators. 

A present member of the board of directors of the 
society and a former president, Mr. Mason was elected to 


Walter C. Mason 


succeed Joseph P. Bell, who recently resigned. The new 
president has been with the Hauserman company since 
1943. 


Arthur P. Wilson, formerly vice-president of Frank C. 
Brown & Co., New York management counselors, has 
joined the staff of the Trundle Enginering Co., consulting 
management engineers of Cleveland, it is announced by 
George T. Trundle, Jr., president of the firm. 

Covering the Northeastern states initially, Mr. Wilson 
will handle special assignments. He has been a manage- 
ment engineer and consultant for more than thirty ears. 


The appointment of M. George Bastianello as assistant 
sales manager of its Business Services Departments was 
recently announced by Remington Rand, Inc., 315 Fourth 
Ave., New York. Mr. Bastianello joined the company 
recently to aid in coordinating the expansion of its man- 
agement method and service operations. Prior to joining 
the company, he was with the New York office of the 
Statistical Tabulating Co. From 1927 to 1934, he served 
with various companies in Europe. 


George N. Collins, industrial engineer, has joined Wal- 
lace Clark & Co., Inc., New York, management consulting 
firm. An industrial engineer, Mr. Collins has specialized 
in materials handling methods, wage incentives, and stand- 
ard costs, and has lectured on these subjects at Rutgers 
and at the University of Connecticut. 


R. W. Davidson, vice-president of the SoundScriber 


Corp., New Haven, Conn., announces the appointment of 
Thomas A. Farrell, Jr., as general service manager. The 


Thomas A. Farrell, Jr. 


new appointee had held posts as educational director and 
service engineer with the company. 

Prior to joining SoundScriber, Mr. Farrell was editor of 
technical manuals on radar equipment at the Radiation 
Library of the Massachusetts Institute of Technology. 
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Florsheim Offices 


(From page 33) 


into it is the upper terminal of a modern dumb-wait- 
er, used to hurry along small parcels of shoes from 
the stock room directly below in the basement. This 
innovation is for the convenience and accommodation 
of Chicago area retailers who wish to pick up small 
orders. 

The floor of the entrance-way, stairs, and reception 
area is of polished black and ivory terrazzo. This 
flooring extends along a corridor lined on the north 
by a frosted glass screen, and continues as far as the 
elevators, which are in the center of the building and 
face north. Other flooring in the office is Hood rub- 
ber tile, installed by the Slater Co. 

Adjoining the reception foyer is a modern waiting 
and interviewing room, used by the company’s per- 
sonnel interviewers. It is decorated in walnut, green, 
and two shades of gray. As throughout the six floors 
above basement level, windows fill the outside wall 
area of all sides of the first floor from the ceiling 
down to within approximately three feet of the floor. 
Basswood splint shades hang at all windows to pre- 
vent glare and maintain uniform lighting. 

Private offices line the outside walls on both the 
Canal and Adams St. sides of the first floor. Offices 
also range for approximately half the length of the 
building along the north wall. More offices and 
studios for advertising artists take up the south half 
of the Clinton St. side. 

To the south and southwest of the entrance are all 
the executives and office personnel engaged in the 
sales operation. To the north and northwest are the 
executives and office workers connected with the 
manufacturing functions. Buyers, factory superintend- 
ents, the paymaster, payroll checking, acounts pay- 
able, cost department, the production planning de- 
partment and the factor order department are in this 
north section of the first floor. To the south, on the 
sales side, there are the designers, sales supervisors, 
credit men, treasurer’s office, sales department, ac- 
counts receivable, retail accounting, service depart- 
ment, files, central stenographic, the export depart- 
ment, and the advertising and art departments. 

Partitions, all of them movable, of baked enamel 
steel and glass, divide the working and office areas of 
the office floor. Hauserman Co. installed these right 
on top of the Hood rubber tile flooring. After the 
panels were constructed, glass was installed by the 
Hamilton Glass Co., who also installed all the other 
glass in the building. 

Hallways, except for the heavily traveled corridor 
to the elevators, are in black and white rubber tile. 
Ceilings, acoustically treated with Johns-Manville tile, 
are painted white. Newly designed, recessed fluor- 
escent troffers with egg-crate louvres were installed in 
all office ceilings by the Mitchell Co. Metal desks, 
chairs, files, and accessory pieces were provided by the 
General Fireproofing Co. 

The cashier’s office, the switchboard room, the exec- 
utives’ lounge, elevators, a conference room, a stylists’ 
room, men’s lockers, women’s lockers and women’s 
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lounge, are in the center section of the first floor. 
Here, too, in addition to the photostat department 
and the central mail room, are three sample rooms. 

Easternmost of the three is the men’s sample room, 
with paneling, tables, chairs, and display cases of 
English pollard oak, and green carpets and green 
plaster walls and ceilings. Schick-Johnson provided 
some of the custom-built wood furniture for this and 
other sample rooms as well as for the top executive 
offices. Carpeting was installed by the Slater Co. 
Decorative scheme in this, as well as the other sample 
rooms and offices was developed by the architects, 
with A. M. Gelden Co., painting contractors, carrying 
out the work. Fluorescent lighting in combination 
with spot incandescent lighting is utilized here, as 
well as in all sample rooms. 

The second of the three sample rooms is used to 
display products of the Florsheim women’s shoe fac- 
tory. Sample cases, panelling, tables, and furniture 
here are all of lacewood, with beige carpeting, green 
draperies, and light green walls. 

The third sample room, or general sample room, 
has walls in green and aquamarine blue, with furni- 
ture, chairs, tables, display cases, and panels of quar- 
ter-sawed oak. In the neighboring conference room, 
the decorators used quarter-sawed oak, an off-white 
ceiling, and three blue side walls. The fourth wall 
is made of brown cork sheeting so that display signs 
and other material may be tacked to it. For the 
women’s lounge, shades of grey and yellow were 
chosen. 

Near the general sample room is the designing 
room. Here staff stylists and designers meet to create 
the Florsheim line. In an area closed off from the 
offices in the northwest corner of the first floor is 
storage space for advertising supplies, displays, sta- 
tionery, and general office supplies. In adidtion, there 
are facilities for storing and packing the sample shoe 
stock and an air-conditioning plant to serve the first 
floor of the building. This latter is a Carrier unit, 
used in the summer season, a 175-ton refrigeration 
plant. 

The entire west wing of the third floor is given 
over to the first aid department and the employee's 
cafeteria. 

Worker lunch periods are 42 minutes. The periods 
are staggered for the different plants in the building 
to avoid congestion in the cafeteria. The 42-minute 
lunch period—like the Florsheim working day, which 
neither begins nor ends on an even hour—is a war- 
time inheritance. Originally adopted at the request 
of transportation authorities, the workday begins at 
7:42 a.m. and ends at 4.24 p.m. It proved popular 
with workers and has been retained ever since. 

All food is prepared in the cafeteria kitchen by a 
catering service retained for that purpose. There is a 
snack bar for those who bring their lunch and want 
only soup, coffee, or dessert while a 60-foot stainless 
steel steam table and serving counter handles upwards 
of 500 hot meals each noon. 

Vaults, vault doors and ledger desk safes were pro- 
vided by the Mosler Safe Co. and carry out the gray 
color scheme of other office equipment. Metal toilet 
partitions for the washrooms were installed by the 
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“New Features make TYCOON’ a ‘Must’”’ 


says Textile Executive 


4 f & SS ge : & * Sa or \F 


“I liked my 9 year old SoundScriber so much,”’ Chas. F. H. Johnson, Jr., 
V. P. & General Manager of Botany Mills tells us, “it was a hard job to 
make me part with it. 


“But new features and improvements,” Mr. Johnson 


continues, ‘“‘make TYCOON a ‘must’. I particularly 
like its Quick Review microphone that plays back my 
dictation when I’m interrupted by ’phone calls.” 


The pressure of modern business is heavy enough. 
Lighten your load of detail . . . save your 

nerves, time and energy with Tycoon, SoundScriber’s 
latest dictating equipment. Mail the coupon 


for facts today. EN 


“So easy on the eyes and ears,” adds Miss Irene 
Liptak, Mr. Johnson’s secretary, praising Ty- 
coon’s transcribing partner, Lady Tycoon. 


SOUNDSCRIBER CORP., New Haven 4, Conn. 
Please send me “Tycoon” Brochure 


Nome 


JSOUND/CRIBER 


Trode Mork 
Address 


First All Electronic Dictating System 


First Dise Dictating Equipment 


230 Sales and Service Centers Coast to Coast OM-10 
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No. 972 
GLIDEMASTER 


WHICH ONE 
WILL YOUR 
SECRETARY 
TRY? 


No. 624N 
SMILEMASTER 


Your secretary will never know 
(or you either!) how much a 
Sturgis posture chair will do 
for her health, well being and 
job performance until she 
tries one. So ask her which 
one she'd like to try. Then tell 
her to call your Sturgis dealer* 
who will bring it to her and 
fic it to her. No obligation. 


*We'll send you his name if you don't know 
it. We'll also send you a stimulating book- 
let, “The High Cost of Sitting’. 


THE bd 
.¢4 OS POSTURE CHAIR CO. 
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Florsheim Offices 
(From page 60) 


Sanymetal Product Co. Lockers in men’s and women’s 
locker rooms were built by the Lyon Metal Products 
Co. The Federal Ventilating Co. installed air condi- 
tioning equipment for the offices, with controls pro- 
vided by Johnson Service. The central stenographic 
office uses Dictaphone transcribing equipment. 

Other features of the new office include pneumatic 
tubes for rapid communication of orders from the 
sales department on the first floor to the stock depart- 
ment office in the basement, and an “auto-call” speak- 
er system which is utilized twice a day in the plant to 
play music for -the employees for  fifteen-minute 
periods. 


PEOPLE IN THE NEWS 


Henry J. Hart, vice-president in charge of production 
of the Royal Typewriter Co., 2 Park Ave., New York, 
announced recently the appointments of Harold W. Fitch 
as general superintendent, and Allan S. Cook as director 
of industrial relations, and the promotion of Walter Conlin, 
Jr. to the position of assistant superintendent. 

Mr. Fitch, whose experience with Royal dates from 1912, 
has, for the past ten years, been personnel director. Mr. 
Cook, following service in World War II, returned to 
Royal as assistant manufacturing supervisor. Two years 
ago, he was made assistant superintendent. 

Mr. Conlin joined the company in 1944 and was active 
in the handling of war materials contracts. His later work 
covered many aspects of production, purchasing, and mate- 
rials control. 


Four recent appointments were announced by the Bur- 
roughs Adding Machine Co., Detroit. H. C. Peck has 
been named manager of the Spokane, Wash., branch; Harry 
J. Keehan now is manager of the El Paso, Texas. branch; 
William E. Beckley is the new manager of the company’s 
branch in Atlanta, Ga., and D. H. Burcham has been 
appointed service manager of the Topeka, Kan., branch. 

The four men have all been with the company for more 
than ten years, two starting as junior salesmen, and the 
others as clerks. 


Charles M. Skade has been elected an officer and 
assistant controller of §. H. Kress & Co., New York, by 
the board of directors, it is announced. 

Mr. Skade is a member of the national board of directors 
of the National Office Management Association, a member 
of the planning council of the American Management 
Association, and a member of the advisory council of the 
Office Executives Association of New York. He is a past- 
president of the last-named organization. 


Mario A. Gardner, vice-president in charge of purchases, 
Air King Products Co., Brooklyn, N. Y., manufacturers of 
wire recorders and allied products, announces the recent 
promotion of Saul D. Lewis to purchasing agent. Before 
his promotion, Mr. Lewis was a buyer and assistant to 
Mr. Gardner. 


WITH THE ASSOCIATIONS 


I. O. Royce, general office manager, Ralston Purina Co.., 
St. Louis, was the guest speaker at the recent meeting of 
the Office Management Association of Chicago. The din- 
ner meeting was held at the Chicago Real Estate Board 
Building. 

(To page 64) 
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‘“‘Reckon you know about the high quality of 


any product with the Webster brand. 


‘Webster means duplicating supplies that last 


longer — so cost less. 


‘And the Webster brand stands for a mighty 
proud outfit, too. It’s a spur that keeps us 
Webster hands working continually to make 


even better products. 


‘For 61 years folks everywhere have been 
hankering for our merchandise from coast to 


coast. 


‘So the next time you need duplicating sup- 
plies of dependable quality, order Webster’s. 
See your nearest dealer or write F. S. Webster, 


9 Amherst St., Cambridge, Mass.”’ 


F.S. WEBSTER 
COMPANY 


Webster's warehouses in key cities from coast to coast: 
New York, Philadelphia, Pittsburgh, Detroit 


Chicago, San Francisco, Cambridge 


Here are some thoroughbreds 
in the Webster corral 


1. WEBSTER’S Silk Star Typewriter Ribbons 
... made from finest silk, remarkably strong 
and durable. Carefully inked to produce ex- 


ceptionally clear-cut impressions. 


2. WEBSTER’S Micrometric Carbon Paper. . . 
with its exclusive numbered edge eliminates re- 
typing for spacing errors. Gives clear, sharp 


impressions even after continuous hard usage. 


3. WEBSTER’S MultiKopy Pencil Carbon... 


gives at least 100 impressions from a single sheet. 
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INSTEAD OF COSTLY REPAIR OR REPLACEMENT 


—perhaps it only needs this 


ee? 


common-sense } hy support! 


No typewriter can 
operate smoothly on 
a bouncy, unstable 
foundation. Don’t 
blame the typist 
or the typewriter! 

JAC-A-DESK is 
the perfect 
answer! 


Satin-finished, rubber-tipped, telescoping 
JAC-A-DESK goes up in a jiffy...down in 
a jiffy. Wedges platform solid as a rock! 


Complete....... $395 


Skipping, crowding, jamming, uneven work are more 
often symptoms of a worn and wobbly desk- platform — 
than need of machine repair. 

Typewriters were built to operate on a solid, firm 
base; any wobble or springiness upsets its precise mech- 
anism. Yet 9 out of 10 typewriter platforms are worn and 
wobbly causing slovenly work and time-consuming cor- 
rections. Jac-a-desk expands from floor to platform, auto- 
matically wedge-locking into a support as firm and solid 
as the floor itself. Typists love Jac-a-desk because it’s less 
tiring . . . office managers praise its economical efficiency ! 


At better dealers everywhere. Jobbers write. 


TRADEMARK 


ac-a-desk~ 


Non-snag, satin-finish, support rod 

telescopes with wedgelock action to give. 
solid, firm typewriter foundation. o 
Expands from 16" to 31" 


GONCO MANUFACTURING CO. 


1259 South La Brea Avenue, Los Angeles, California 


Canadian Distributors: UNDERWOOD LTD., 135 VICTORIA ST., TORONTO 
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WITH THE ASSOCIATIONS 


(Continued ) 


The Association, in conjunction with Northwestern Uni- 
versity, is, for the ninth time, sponsoring a seminar of 
office executives at the Stevens Hotel, Chicago, February 
26th-March Ist. In addition to a well-planned educational 
program, there will be a large office equipment display. 
More than 49 exhibitors are already scheduled to date. 


Emmett J. Leahy, executive director and secretary of the 
National Records Management Council since it was 
founded in 1948, has recently been elected president of that 
organization. He succeeds Thomas C. Cochran, University 
of Pennsylvania, who was named a director. New chair- 
man of the board is Arthur H. Cole, Harvard University. 

Herman Knauss, Mutual Life Insurance Co., New York, 
was named vice-president of the council, and Roy A. 


Emmett J. Leahy 


Foulke, Dun & Bradstreet, New York, was re-nanied a 
vice-president of the records management group. Robert 
A. Shiff was re-elected treasurer. Named as directors were 
Solon J. Buck, Library of Congress, and Hugh Flick, New 
York State Department of Education. 


The York, Pa. chapter of the National Office Manage- 
ment Association held a dinner meeting recently at the Elm- 
wood Grille, York. The guest speaker for the occasion was 
Leonard H. Morgan, Provident Mutual Life Insurance Co., 
whose topic was “Are Pension Plans Here to Stay?” Dis- 
cussion leader of the evening was J. A. Muffitt, Moore 
Business Forms Co., York. 

The November 13th meeting featured Harry Nock, E. I. 
duPont de Nemours & Co., who spoke on “Selection, 
Application and Maintenance of Office Equipment.” Mr. 
Nock, control manager of the du Pont service department, 
is an active member in NOMA’s Wilmington, Del., 
chapter. He joined du Pont in 1911. He was appointed 
control manager in 1945. 


Clark A. Renwick, auditor of the Detroit Free Press, 
has been elected president of the Institute of Newspaper 
Controllers & Finance Officers. The election took place at 
the Institute’s third annual meeting, held recently at the 
Hotel Cleveland. 

Other officers elected were: T. F. Mowle, Wall Street 
Journal, lst vice-president; C. A. Weis, Globe-Democrat, 
St. Louis, 2nd vice-president; F. T. Hodgdon, Jr., Forest 
City Publishing Co., secretary, and Harold Ferguson, 
Hempstead (N. Y.) Newsday, who was named as treasurer. 


The featured speaker at the recent meeting of the 
Chicago Chapter of the Systems & Procedures Association 
were Allan W. Walter, financial vice-president of Liquid 
Carbonic Corp., and John Edwards of the same organiza- 
tion. The topic they discussed was “What Management 
Expects of its Systems Department; What the Systems de- 
partment Expects of Management.” Another feature of 
the meeting was that it was designated “Bosses’ Night,” 
and many members brought their employers to join in the 
discussions following the talks. 
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The clatter of office machines can scarcely be heard in the women’s work area because of Goodall sound- Quiet dignity with Goodall Case- 
absorbing Casements. Voices and ringing telephones are muffled, too...a boon to efficiency. ments in the President's office. 


FARM BUREAU MUTUAL 


Automobile Insurance Company 


EXAMINES THE FACTS...CHOOSES 
GOODALL MOHAIR' CASEMENTS 


Writes Carl R. Frye, Director You cut distracting noise—Goodall 
Farm Bureau Mutual Casements absorb sound . -. are far 
Real Estate and Development Dept. superior acoustically to hard, flat 
“I am glad to report everyone is surfaces. 

pleased with our decision to use 
casements. We have recetved many 
compliments, from our staff and 
employees as well as visitors, both 
from the standpoint of decorative 
effect and practicability.” 


You get more for your decorating 
dollar—Goodall Casements are 
known for their superlative designs, 
colors, and textures. Weights vary 
from sheer to opaque to suit your 
taste and needs. And Goodall Mo- 
Here's why you'll want hair Casements are so decorative, 
you need only a minimum of other 

to specify Goodall Casements, too accessories! — 


You save on upkeep—No expensive Yes, Goodall Mohair Casements 
Sight-saving “softened sunlight” streams dustings . . . no expensive cleaning are superior in every respect! Deco- 
through Goodall Casements in Mutual's Per- equipment needed because Good- rate this smart, lasting, low-cost way 
sonnel Dept. This makes record-keeping easier. all Mohair Casements actually re- and enjoy the investment for many 

pel dust and dirt . . . rarely need years. 

washing. And, when necessary, they {Variable blend of mohair, cotton, and rayon 


can be done quickly and inexpen- 
sively. Too, they reduce replace- 
ment costs because of amazing 


Write today for free casement 
samples. Please state, if possible, type 
of building or installation for which 


durability . . . and because they're casements are planned. Address: Case- 
put through multiple processes to ment Dept., Goodall Fabrics, Inc., 525 
minimize shrinkage . . . and they Madison Ave., New York 22, N. Y. 
won't stretch or sag. “ 


You help control temperature — 
Highly reflective . . . Goodall Case- 
ments bounce back the sun’s hot 
visible and infra-red rays. This 
eases the load on air-conditioning 
systems ... aids in keeping non-air- 
conditioned rooms cooler. 

Economy starts right at the top at Farm 3 
Bureau Mutual...with beautiful Goodall Pr hal ng tan eto ded : 
Casements in the Board of Directors Room. : Cs s 


© 1950, Goodall Fabrics, Inc. (Subsidiary, Goodall-Sanford, Inc. Sole Makers of World-Famous PALM BEACH* Cloth) *Registered Trode Mark 
GOODALL FABRICS, INC. - NEW YORK + BOSTON + CHICAGO + DETROIT + SAN FRANCISCO + LOS ANGELES 
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Story 


SHORT! 
Cae... 
ee he 
Snip gasy 
One-Time 
1) Carhon-Interleaved 
i) BUSINESS 
FORMS 
For SPEED... 

ACCURACY.. 
ECONOMY 


oe 
TAILOR-MADE . . . to meet 
your special requirements. 


Snap-Easy Sets * Continuous Forms 
Fold-over arenes Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, tie | 


7 DEPT. M, GAVRIN PRESS BLDG. _ 
New Rochelle + New York | 


| 
| 


WITH THE ASSOCIATIONS 


The November meeting of the Transcription Supervisors 
Association of New York was held, as usual, at Whyte’s 
Restaurant. Following dinner, the members heard as guest 
speaker, Arthur Stark, assistant executive secretary of the 
New York State Board of Mediation, and former field 
examiner for the National Labor Relations Board. 

In his subject, “How to Know About Labor Laws 
Affecting Office Workers,” Mr. Stark discussed state and 
national laws which affect office staffs, the provisions of 
those laws, and by whom they are administered. 


The annual personnel conference of the American Man- 
agement Association took place recently at New York’s 
Statler Hotel. Garret L. Bergen, Marshall Field & Co., Chi- 
cago, the vice-president of the Assocation’s personnel divi- 
sion, was in charge. Charles R. Hook, Sr., chairman of the 


Charles R. Hook, Sr. 


board of Armco Steel Corp., Middletown, O., was awarded 
the Henry Laurence Gantt Memorial gold medal for his 
“distinguished achievement in industrial management as a 
service to the community.” 

The award, made annually by the AMA and the Ameri- 
can Society of Mechanical Engineers, cites Mr. Hook as a 
“distinguished industrial executive and humanist.” 


The accounting division of the Association of American 
Railroads will hold its fifty-seventh annual convention at 
the Biltmore Hotel, New York, June 11th-14th. Upwards 
of 1000 members and guests are expected, according to R. E. 
Plummer, chairman, exhibits and publicity, 165 Broadway, 
New York. 


To assist manufacturing concerns in the organization of 
their standardization work, a private five-day seminar, spe- 
cially designed for company representatives, will be held 
-by Dr. John Gaillard, mechanical engineer, American 
Standards Association. ‘he seminar, which will consist of 
ten conferences, will be held at the Engineering Societies’ 
Building, New York, January 22nd-26th. Details may be 
obtained from Dr. Gaillard at 400 W. 118th St.. New York. 


A series of forums for young executives to find means 
to support the “Incentive State” as opposed to the “Hand 
Out State” has been announced as the first activity of 
the newly-formed Young Presidents’ Organization, 205 East 
42nd St., New York. 

The group was formed at a national organization meet- 
ing held recently at the Waldorf Astoria, New York, 
attended by forty presidents of industrial firms, banks, 
and service companies, all of whom had reached their posi- 
tions at the age of 39 or younger. The founders came from 
ten states, ranging geographically from Connecticut to 
Utah. 

Ray Hickok, 32, president of the Hickok Mfg. Co., 
Rochester, N. Y., was elected president; Richard Sellars, 
35, Ethicon Suture Laboratories, Inc., New Brunswick, 
N. J., vice-president; and Roger Kenna, 40, Marlin Fire- 
arms Co., New York and New Haven, Conn., treasurer. A 
board of regional directors will shortly be named. Philip 
N. Schuyler was named executive secretary. 

It is estimated the group will have a potential member- 
ship of at least 500 presidents. To be eligible for member- 
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Courtesy 
T. Ray Phillips, Jr., 
Oklahoma City, Okla. 


Another Insurance Office 
Furnishes for “Better Business Living” 


with INVINCIBLE METAL FURNITURE 


to INVINCIBLE users because 
only INVINCIBLE has it! It 


Exctustve! ar 
offers security for valuables 


Concealed Safe Unit is a pat- ep! 

ented feature available only IWwrg 

and papers in home or office. \ 
—— 


November, 1950 


@ You'll find that literally hundreds of offices — insurance, 
financial, medical, sales, manufacturing and others are chang- 
ing their old-fashioned office equipment for INVINCIBLE 
“Modernaire” steel desks and files. 


Why? Because office managers everywhere have found 
INVINCIBLE metal furniture to be designed with modern 
business living conditions in mind. Every feature of INVINCI- 
BLE “Modernaire” desks — adjustable working heights, wide 
nonglare tops, smooth-acting drawers with wide choice of 
pedestal arrangements is meant to improve your office effi- 
ciency. 

You must see the INVINCIBLE line to fully appreciate 
its many advantages . . . priced so low it will amaze you. See 
your INVINCIBLE dealer. Let him, show you without obli- 
gation how INVINCIBLE can help you make a “better bus- 
iness living” in your office. Write for complete information. 


REG. U. S. PAT. OFF. 


INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 


VINICBLS 
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Waldon Roenls 
Correct Mistakes tx Any Language 


GOOD 
Are’ Your , 
Typists on MISTAKES? 


Office managers know their stenographers’ speed in 
dictation and typing. But. . . 


Have you checked the “time-out” to correct a mis- 
take in typing or writing? 


Are the erasures neat and clean, or— 


Does messy erasing dictate entire retyping, resulting 
in wasted time and stationery? 


There are styles in world’s finest WELDON ROBERTS 
ERASERS especially suited to your requirements—erasers 
that will minimize “pressure” and make for easiest, quickest, 


neatest erasing by your typists. Ask your dealer for recom- 
mendations. Or write us. 


No. 399 TRI-PLY 
(With brush, No. 3900 
TRI-PLY WHISK) 


9000 SUEDE WHISK 
(Without brush, No. 900 SUEDE) 


WELDON ROBERTS RUBBER CO. 


2 Newark-7,N. J. 


WITH THE ASSOCIATIONS 


(Continued) | 


ship, in addition to age, a mari woman must head an 
industrial company which has has“gross sales of $1,000,000 
or more, employ 100; or a service concern or bank with 

billings or deposits of $2,000,000 or over, or employ fifty. 


The Records Management Association of New York, 
meeting at the Hotel Martinique, had as recent guest 
speakers, The Honorable Thomas J. Walsh, County Judge 
| of the Borough of Richmond (New York), and Dr. Hollon 
W. Farr. 

Judge Walsh, speaking on “The Credo of an American,” 
stressed freedom of speech and of religion, pointing out 
that it is our “duty to respect and honor these privileges.” 

Dr. Farr’s topic was in regard to cancer. The Doctor 
made it clear that although this disease is a prevalent one 
in women, “there is no reason it cannot be cured in all 
cases” if it is caught in an early stage. Dr. Farr’s talk was 
preceded by a film on this subject. 

Another important speaker heard at a recent RMA 
meeting, was Frank N. Gunderson, Recordak Corp., who 
gave an enlightening and interesting talk on the “Preserva- 
tion of Your Records in Case of National Emergency.” 
Copies of his talk were later mailed to members due to the 
tremendous number of questions asked at the conclusion of 
his talk. 

The Association announced that its annual bridge party, 
held recently, was a successful one, and that the Building 
Fund of the New York Infirmary Hospital will benelit 
from the proceeds. 


At a luncheon meeting held November Ist, the Office 
Executives Association of New York heard Dr. Henry 
Bund, director, division of management methods, the 
Research Institute of America, as guest speaker. In pre- 
senting the group an informative talk based upon an 
analytical survey conducted by the Institute, Dr. Bund 
pointed out how new developments in office machines and 
equipment may assist in developing more complex record 
keeping systems required by government controls. 


At a recent dinner held by the OEA, William B. Given, 
Jr., chairman of the board, American Brake Shoe Co., was 
the featured speaker of the evening. 


Long an exponent of promoting employees from within 
the company, when new positions present themselves, Mr. 
Given has for many years been trying to help individuals 
develop greater competence so they could take on more 
important responsibilities. 


“We have been and still are trying to build a more suc- 
cesssful company,” he said. “We are making progress. 
Our people enjoy working more than their predecessors 
did,” said Mr. Given, indicating that as a result of this, 
people are moving up’ the management ladder faster than 
they did in the past. 


“Each department of every business has the same objec- 
tive,” he added. “It is to strengthen the company. That 
means the main job is to contribute in every possible way 
to increasing the company’s earnings over the years ahead. 
The degree of success in just that is the criterion which 
will be used in measuring the effectiveness of any depart- 
ment and to a large extent, in fixing the salary rates of 
its people.” 

The Association announces that a meeting of the board 
of directors was held November 8th, at which time Homer 
Harrison was elected executive vice-president, succeeding 
Herb Roth, United States Casualty Co., who resigned since 
he was leaving New York. 

The thirty-second international conference and office 
machinery and equipment exposition will be held by the 
National Office Management Association at New York’s 
| 7ist Infantry Regiment Armory, May 20th-23rd. Over 
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SEALS boxes, packages, bulky en- 
velopes for first-class mailing. 


WORKS SLICK AS A WHISTLE! 


"*SCOTCH” Cellophane Tape saves 
time on all kinds of office chores 


CORRECTS mistakes and revises in- 
formation on tabulating cards. 


HOLDS swatches, coins, clippings to 
letters and files. 


REINFORCES binders, notebooks, 
file folders, indexes. 


PUT A NON-TEARING EDGE on maps, charts, 
blueprints, drawings, photographs with 
the “SCOTCH” Edger. Applies a tough, 
wrinkleproof edge of specially made 
“SCOTCH” Acetate Fibre Tape No. 750. 
Order from your office supplies dealer. 


MENDS torn bills, vouchers and 
currency invisibly. 


SEAL 7,000 MAILING PIECES an hour with 
the “SCOTCH” Automatic Mailing Piece 
Sealer. Cuts and applies a neat one-inch 
strip of tape to all kinds of printed matter. 
Tape seal holds tight and adds to the 
appearance of the piece 


LABELS supply shelves, rubber 
saan storage boxes. a 


-— — a 


ae 
SCOTCH — 


BRAND 


HELPS YOU zip through scores of chores 
around the office. Remember, there’s more 
than one brand of cellophane tape—for 
quality always insist on the “SCOTCH” 
brand, in the bright plaid container. -, 


Made in U. S.A. by MINNESOTA MINING & MEG. CO., St. Pov! 6, Minn., 
also makers of “Scotch” Sound Recording Tape, “‘Underseal” Rubberized Comty “Scotchlite”’ Reflective Sheeting, 


“Safety-Walk”’ Non-Slip Surfacing, “3M” Ab 
General Export: DUREX ABRASIVES CORP., New Rochelle, N. Y. . 


November, 1950 


es, 


In Canada: paca DUREX ABRASIVES LTD., Brontford, Ontario - ‘ 
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WITH THE ASSOCIATIONS 


(Continued) 


40,000 square feet of floor space will house the exhibition. 
Full information can be obtained by writing A. C. Spangler, 
at the Association’s headquarters, 132 West Chelton Ave., 
Philadelphia. 


Well over 200 members from 22 chapters registered at 
the recently held office machinery and equipment exposi- 
tion held by the National Office Management Association 
at the Rice Hotel, Houston, Tex. In the two days it was 


University of Pennsylvania; Albert J. Bows, Arthur Ander- 
sen & Co., Atlanta, Ga.; Hugh A. Wichert, Fairmont 
Foods Co., Omaha; Harry D. Hopson, Henslee & Hopson, 
Houston, and W. Miller Bennett, NOMA president, Inland 
Container Corp., Indianapolis. General conference chair- 
man was R. L. Lucas, Shell Oil Co., Houston. 

The lighter side of the three-day meeting was not over- 
looked, for the Association provided many interesting 
activities, among them sight-seeing trips, and special 


At NOMA Exposition, Houston, Texas 


open, the equipment exhibit was visited by more than 6,000 
people, according to A. C. Spangler, staff director of 
NOMA’s field division. 

An interesting group of speakers integrated their talks 
with the general convention theme “Increase Prolits 
Through Better Office Management.” These notables in- 
cluded Dr. Dwayne Orton, director of education, Inter- 
national Business Machines Corp.; Dr. Robert P. Brecht. 
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Pata? 


_ Improve Writing Efficiency 
in Your Office : 
wih Sengbusch | 
Handi-pens 


ia Now equipped with 


(screw-in feed and point) 


luncheons for the ladies who attended. 

Among those companies exhibiting their products were 
Acme Visible Records, Inc.; Burroughs Adding Machine 
Co.; IBM Corp.; Olivetti Corp. of America; Remington 
Rand; the McBee Co., and the Standard Register Co. 


The role that industrial accounting may be called upon 
to play under an expanding national defense program will 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Nibin screw-in feed and pen-point is an added feature in the Sengbusch 
Handi-pen line. 

Note! The popular wedge-feed is still available, because many large 
users like the economy of this feed when replacing pen points. 

Handi-pens appeal to busy executives and professional people —hecause 
they offer smooth, efficient, instantaneous writing service. 

deal for the entire office force—they save time and eliminate disturb- 
ing annoyances such as constant refilling, clogging, flooding. They are 


reasonably priced. 


Have famous “Capillary Action’ inking principle—Hold 6-months’ 
supply of ink. Thanks to the scientific Sengbusch method of inking, 
there is no ink deterioration or waste; the last drop of ink in the can- 


tainer is as fresh as the first. 


_ Let these practical writing features save you time and _ bother 
Standardize on Sengbusch Handi-pens—order from your stationer today. 


rite for circular. 


SELF-CLOSING INKSTAND CO., 1110 Sengbusch Building, Milwaukee 3, Wisconsin 
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LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 


letters from office management > 


executives all over the country 


who are in search of the best | 
sources of supply for individual | 
pieces of equipment or large | 


quantities of office supplies, fur-— 


niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


GrFICE MANAGEMENT 
and Equipment 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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eee when you use 


this new 
photocopy 


There's plenty about Kodagraph Con- 
tact Paper that your operator will like; 
plenty that you will like. 

This new photocopy paper—made 
by Kodak for use in contact photo- 
copiers —is much easier to process. It 
has wide latitude ...and amazing 
uniformity—from sheet to sheet, 
package to package. This eliminates 
trial-and-error testing . . . split-second 
timing. Your photocopies are delivered 
faster . . . with less waste. 


€ The job is easier 


And what photocopies! Your let- 

ters, charts, documents are reproduced 

in dense photographic blacks, clean 

whites. Their crispness and legibility 
. are truly outstanding. 


So order Kodagraph Contact Paper 
next time. The price is right, too. 


[Xodagraph 
Contact Paper 


“THE BIG NEW PLUS” IN THE OFFICE-COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 


Gentlemen: Please send me a 
copy of “Modern Document 
and Drawing Reproduction” 
... your new free booklet 


Rochester 4, N. Y. giving full details on 
Kodagraph Contact Paper. 
72 
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WITH THE ASSOCIATIONS 


be the general theme of five regional conferences 
to be conducted during the next few months by the 
National Association of Cost Accountants, it is announced. 

Delegates from 55 NACA chapters will attend a con- 
ference at Syracuse, N. Y., November 10th-llth; the Mid- 
Atlantic Cost Conference in Washington, D. C., November 
17th-18th; and regional meetings in Grand Rapids, Mich., 
March 30th-3lst, and Houston, Tex., April 6th-7th. The 
regional program will be followed by the Association’s 
thirty-second annual international cost conference in Chi- 
cago, June 24th-27th. The NACA office is at 505 Park 
Ave., New York. 


Ray R. Eppert, vice-president of the Burroughs Add- 
ing Machine Co., Detroit has been re-elected president of 
the Office Equipment Manufacturers Institute. Elections 


(Continued) 


the Korean crisis. “The conditions which since World 
War II have accentuated the need for modern, efficient 
equipment,” he said, “have been aggravated in the last 
four months. The problems of rising office costs, the 
mounting volume of paper work required to operate our 
economy at peak efficiency, and the increasing importance 
of adequate control of all phases of business operations, 

ve resulted beginning in July, 1950, in a sharply in- 
ele demand for office tools of all kinds. 

“The growing manpower shortage has presented a prob- 
lem which can be solved only by efficient machinery and 
equipment. Another important factor has been a mounting 
inflationary pressure and the consequent need for holding 
all costs to an absolute minimum. In order to control 
these costs of operation, management must have up-to-the- 
minute information on all business activities.” 

Other officers elected by the Institute include R. S. 


Ray R. Eppert 


took place at a recent meeting of the Institute in New 
York. 

In accepting the presidency, Mr. Eppert pointed out the 
increased importance of office equipment as a result of 


Oelman, National Cash Register Co., and Fortune P. Ryan, 
Royal Typewriter Co., vice-presidents; E. D. Taylor, ad- 
ministrative vice-president; W. F. Arnold, Underwood 
Corp., treasurer, and G. L. Meyer, secretary. 


Wiltshire Modern Conference Desk for the Ex- 
ecutive. Also Available Without 9" Overhang. 


DOUBLE! 


today. 


MEMBER 
\aay CROWDED? Send ten cents for Im- 
J perial's Office Planning Guide to heip 


ou redesign your office for more space, 


uide is complete with floor plan, cut- 
outs, helpful advice. 


wiltshire modern serves you 


Buy one, get one free! that's the story of the 
Wiltshire Modern Conference Desk. 
tain this luxurious piece of office furniture you ac- 
quire a spacious executive desk ond a full-sized best sources of supply for individual 
conference table where your staff can sit in comfort. 
You eliminate the need for a conference room, for 
additional furniture. This is only one of the great 
money-saving, time-saving, space-saving features of 
Wiltshire Modern. See them all at your dealers 


a 
Emperial 
desk company 
EVANSVILLE 7, INDIANA 


| 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 


When you ob- 


pieces of equipment of large quantities 
of office supplies, furniture and appli- 
ances. ; 


Ask us to help you solve your office 
equipment problems. 


Subscribers Information Department 


_ OFFICE MANAGEMENT 
AND EQUIPMENT 


212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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COMING EVENTS | 


4 
February 26th-March Ist 
1951 Office Equipment Display & Seminar 


Office Management Association of Chicago 
Stevens Hotel, Chicago 


National Office Management Assn....May 20th-23rd 
32nd Annual Conference & Equipment Exposition 
7ist Regiment Armory, New York 


Life Office Management Association. . May 21st-22nd 
Spring Conference 
Mayflower Hotel, Washington, D. C. 
Life Office Management Assn.. .September 24th-26th 


Annual Conference 
Edgewater Beach Hotel, Chicago 


American Management Association— 
Divisional Conferences 


ee November 30th-December ist 
Waldorf Astoria, New York 
eae Ae December 11th-12th 
Drake Hote), Chicago 
General Management............. January 15th-18th 
Biltmore Hotel, Los Angeles 
PN 5s on ax. ce scay nigawean February 26th-28th 
Palmer House, Chicago 
| TR Ce er ee March 12th-13th 
Waldorf Astoria, New York 
I aoe ois obs ob dai Swas peewee March 26th-27th 
Waldorf Astoria, New York 
PRE oo ons 20a disap barasneees April 17th-20th 
Auditorium, Atlantic City, N. J. 
Is ai. 550 <5-we han Be eaten May 14th-15th 
Statler Hotel, New York 
General Management................... June 7th-8th 


Waldorf Astoria, New York 


Service Solves an Office Problem 

Becoming increasingly well-known in the Metropolitan 
New York area is the firm of Charles R. Yandell & Co., 
1268 Second Ave. The firm has a background in coloring 
and applying gold tooled leather desk tops, which has 
enabled it to offer a service of cleaning and _ recoloring 
leather chairs and sofas where the leather itself is physic- 
ally sound. 


Intercom Features New Construction 
The intercom Master station, new from Executone, Inc., 


415 Lexington Ave., New York, can be disassembled, and | 


the entire unit then re-assembled in six minutes, according 
to the company. This time-saving has been made possible 


through the use of unit construction in the master station. | 
No more than six screws need to be removed to replace | 


either the amplifier or selector, and no soldering of connec- 
tions is necessary. 


Air Cooler Announced 

Automatically adjusting evaporation rate with the temp- 
erature change is an exclusive patented feature of the 
United States Air Conditioning Corp.’s De-Hu-Matic air 
cooler and represents a new approach to evaporative cool- 
ing, L. P. Hanson, vice-president in charge of sales, an- 
nounced recently. 

De-Hu-Matic’s cooling surface is divided into five zones 
which are automatically wetted, one by one, as dry bulb 
temperature increases. The water flow to the mats is con- 
trolled by a port valve actuated by a bellows responsive 
only to dry bulb temperature. Another bellows responsive 
only to wet bulb temperature acts as a safety valve to shut 
off water supply to the mats as humidity rises above a 
comfortable level. 

This evaporation control enables De-Hu-Matic to cool 
without dampness in any kind of weather and makes it an 
exceptional air conditioner for any climate. 
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VERTICAL FILE 


EXPA WITHOUT FLAP 


Heavy Weight Construction—Re-inforced 
Cloth Gussets 

Made in 11 Sizes from 6%" x 3° up to 
18° x 11%" 

Furnished in Cloth or Redrope 
Index A to Z — 21 Pockets 
Index Jan. to Dec. — 12 Pockets 
Index 1 to 31 — 31 Pockets 
USED FOR FILING THE FOL- 
LOWING PAPERS: DRAFTS 
STATEMENTS—BILLS—NOTES 
LETTERS — LEGAL PAPERS 
INSURANCE POLICIES 


SEE YOUR STATIONER — SPECIFY SMEAD’S 
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SaveliTiMe 


FASTEN PAPERS THE MODERN WAY 
© WITH | = 


ACE Siqalaeg Gquspment 
Ay 


ACE Stapling Equipment gives you “Se 
the quick, modern way to fasten wy 
papers securely. Whether you want 

to staple, pin or tack, there’s an ACE 
Stapler to handle the job, and handle 
it better! Every ACE Machine and 
Staple is produced from the finest 
materials, with a degree of skill and 
watch-like precision which only 
twenty years of “know-how” can 
command. That’s why, with ACE, you 
can be sure of those smooth, efficient, 
reliable operating qualities which 
mean complete satisfaction to the user. 


ACELINER 


ACE 
STANDARD 


Ask your stationer today about ACE 
Staplers and Staples, and the handy 
ACE Staple Remover. 


SOLD ONLY THROUGH DEALERS 


ACE STAPLE 
REMOVER 


ACE FASTENER CORPORAT 
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Twi RLIT 


DRILLS 


paper punch 
can't do! 


Space between holes 
easily adjustable for 
accurate center to 
center ah from 


1%" + 


PRECISION ADJUSTMENT. Etched 
rustless scale and ruled side guide 
makes centering easy and exact. In- 
sures uniform margins. 


a0 te “Ko ee Nation, eet 
treated, steel cutters, razor edge cut- 
oss CLEAN THRU. No ting lip. Cast iron body finished in 
a bg tg ee chewed edges, = attractive baked enamel. Fittings of 
P-page , ccurate and clean smart, rustproof nickel. Rubber feet. 
as a whistle. Beautifully packaged. Other models 
A TWIRL DOES IT. No pound- and capacities. 
ing, punching, squeezing pres- 
— required.A few light turns 
drills 300 pages. 
WIDELY ADAPTABLE. _Inter- 
changeable and detachable 
heads as shown. 


MULTIPLE DRILL. Detachable, 
interchangeable heads. Base 
size 5%" x 10%". Weight 
boted: 7, es 
rilis Ye" paper, 150 sheets, 
Ye"" bound nn cok ned 


XY 


(—~N 
MITCHELL TWIRLIT 
rer 
, 


Corporation 
ox FOR-EVERYTHING 
° . 4 
am 
* Higher Quality Since 1203 


144 Matthews Ave. 
HEKATOGRAPH 


Hagerstown, Md. 
DIRECTIONS FOR USE 
wT, 


Conga ond ne business, or school. 
wn way of duplicating many runs of 50 to 100 
\ sepa th calng didn, topo oi deen. 
Flat metal pan stores easily when not in use. 


\ Refill—Brilliant copying composition for re- 
newing any pan duplicator is simply heated 
and poured from can making possible 
many more quick and easy copy runs. 


Write for 
\ Complete Catalog 


Offered by Leading Dealers Everywhere 


1848 South Kostner Avenue * Chicago 23, U.S.A. 


PAPER > 
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Correction on Microfilm Article 

In the article, “Microfilming on the March,” carried in 
last month’s issue of OFFICE MANAGEMENT, it was 
stated on page 48 that an oil lease “is microfilmed on 
acetate sheet,” and that when succeeding related documents 
are to be microfilmed, “the acetate sheet is put in the 
camera again for the addition of a new document or 
certificate.’ This is incorrect. Actually, the microfilm 
reproductions of documents must necessarily be reproduced 
on film, after which they are cut up and bonded to the 
related transparent acetate sheet. 


Improved Economy Exposition Theme 

Taking note of the rising costs of business operations 
and of living, exhibitors at the tenth annual International 
Heating & Ventilating Exposition will feature improved 
economy in the operation of all manner of equipment 
covering their many activities. 

The Exposition will be held in the Commercial Museum, 
Philadelphia, January 22nd-26th, under the auspices of the 
American Society of Heating and Ventilating Engineers. 


Manual Posting Device Introduced 

A new manual posting device designed to cut clerical 
costs in half and speed customer service in time payment 
and loan accounting, has been introduced by Remington 
Rand, Inc., 315 Fourth Ave., New York. 

Trade-named Multi-Poster, the unit is a simple device 
which enables an operator to make a single handwritten 
entry onto a receipt form, ledger form and proof tape simul- 
taneously, eliminating the possibility of transcription errors. 

Designed primarily for use in banks, loan companies, 
and credit unions, the Multi-Poster will accommodate 
6x8%-inch ledger sheets, the most common size used in 
cashier cage and counter posting, and any weight of ledger 
paper or card stock may be used. 


Book-Closing Date Important 

Business men could save time and money if they 
switched from December 3lst as a date for closing their 
books to a fiscal year ending when their business activities 
are at a seasonal low point, Edward Mezner writes in the 
November Journal of Accountancy. 

Even if a company has no well-defined “natural business 
year,” Mr. Mezner, a certified public accountant, believes 
it can benefit from a closing date other than the last day 
of the calendar year. Among the disadvantages of a 
December 31st closing date, he says, are the following: 
(1) Midwinter weather is usually bad and this increases the 
cost of inventory taking especially when the stocks to be 
checked are stored outdoors. (2) Since January and 
December are months when many government reports 
must be prepared and statements of earnings furnished to 
employees, bookkeeping staffs are usually heavily burdened 
with work. (3) Most accounting firms are extremely busy 
at this time. (4) Banks are also “engulfed by the mad 
January rush.” They could devote more study to the busi- 
ness man’s credit and other problems at another date. 

The advantages of changing from December 31st as a 
business “closing date” to another time of the year, as 
listed by Mr. Mezner are: (1) Businessmen would have 
more accurate books, with more reliable knowledge about 
their activities since they would have less need to rely on 
“estimated” figures. This advantage would flow from the 
fact that they were closing their books at a time when 
their activity was at its seasonal low point with relatively 
few uncompleted transactions pending. (2) Use of “a 
natural business year” would permit inventory taking when 
stocks are lowest. This would promote accuracy and 
economy in this task. (3) Inventory taking at the ebb 
point in the natural business year would offer less inter- 
ference with production. (4) Auditing expenses at the 
end of the natural business year would be less than in 
December because inventories would be low and business 
volume down. (5) Over-time expenses involved in closing 
the books would be avoided because the natural business 
ending would come when employees had the least work. 
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Forms Design Machine Announced 

Ralph C. Coxhead Corp., 720 Frelinghuysen Ave., New- 
ark, N. J., makers of Vari-Typer, announce a new develop- 
ment in the “Cold-Type” process. The new development 
is a machine (see cut) which rules fine lines and leader 
lines for form work and “sets” the copy for it in the same 
operation. 

The machine rules single or double lines and provides 
leader lines in dots or dashes. A push button automatically 
inscribes the line to any desired length and automatically 


OPE TOL AIRCRAFT a) 
Po-40a tas peoouc Tom BOARD, 


WONTHLY REPORT OF RECEIPTS, CONSUMPTION, AND | 


UNVERTORIES OF ALUMINUN BT AIRCRAFT CONSUMERS jeer on o Fg! Pant OF town 


Co Pm teenen Gomd Ceshingen RE 


tote 


This form was made entirely by the 
Coxhead Forms Design Machine 


cuts off at the pre-determined length. In this fashion, both 
left and right margins are justified or evened. Spacing 
between lines is variable to any width in the printers’ lead 


The new DSJ Machine, now available 


ing system. Vertical lines are achieved by turning the 
paper sideways. 
The operator “types” the copy as needed and rules the 


lines as needed, all in the sequence called for in the form. 
Type faces are changeable during the operation. 

The DSJ forms design machine, as it is called, 
production and is available. 


is now in 


Burroughs’ Microfilm Sales High 

Burroughs Adding Machine Co., Detroit, announces that 
sales of its microfilm equipment in the United States have 
reached an all-time high. “The demand for efficient busi- 
ness photographic equipment has been steadily growing for 
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THE FEDCO LINE 
FIBRE TRUCKS 


Speedy Hand Transpor- 
tation in Factories, 
Warehouses, Mail 
Rooms, Stock Rooms. 


Construction 


Vulcanized Fibre 
Dried Hardwood 
Heavy Guage Hardware 
Silent Rubber Wheels 


FEDCO TOTE and MILL BOXES 


Made to Your 
Specifications 


Designed for Handling, 
Sorting and _ Storing 
Parts and Materials. 


Combine Light Weight 
with Durability and 
Strength. 


Write For Full Information On Fedco | Line 


Bainbridge, Kimpton & Haupt, Ine. 


218 Greenwich St. New York 8, N. Y. 


look 


s 


ame - 


Be sure 
for this 


it’s the only way to be sure! 


THE ARTGUM BRAND, standard for half 
a century. A product of The Rosenthal Co. 
45 East 17th St., New York 3. 
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Wo USE 
LOOKING, 
OSCAR ae You 


CAN'T SEE My 
PAYCHECK 


ROUGH THIS 
“OUTLOOK’ 
ENVELOPE! 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE. PRIVACY. Paycheck “Outlook” Envelopes are 


made from exclusive blue opaque paper. Nothing is visibie 
except name on checks. ¢ 


% 
TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
— to register with only what you want to show on your 
checks. 


WRITE TOOAY! ) Send us check you are now using and we will submit 
\r sample Paycheck “Outlook” envelope and prices based 


on your estimated yearly requirements. 


ve 1902 


e 


Originators of “Outlook® Envelopes. E: 


ip 


BLACKBOARDS 
NEED NOT BE BLACK! 


MOST ARE NOW LITEGREEN 


For office bulletins, fac- 
tory orders, work prog- 
ress charts, sales talks, 
shop instruction dia- 
grams — cafeteria menus 
—there’re dozen of uses 
in offices and factories 
| for 


Beckley-Cardy Chalkboards 


in either standard black or the modern Litegreen. 
Beckley-Cardy Litegreen has won preference thru its at- 
tractiveness—its harmony with any color scheme. Per- 
fectly legible white chalk writing—easy, clean erasing. 


Available in sizes 17” x 21” to 48” x 144”, framed ready 
to hang, or mounted in standards for portability. 


Ask your stationery store or write 
for prices. Ask for trade list—CO. 


BECKLEY-CARDY COMPANY 


1632 S. Indiana Street Chicago 16, Ill. 
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some time,” John S. Coleman, Burroughs’ president says. 
“Recent international developments have further empha- 
sized the importance of copying vital records on film for 
greater security,” he adds. 


Minnesota Mining Plans New Branch 

Plans for the construction of a $250,000 branch ware- 
house and office building in Cleveland are announced by 
the Minnesota Mining & Mfg. Co., St. Paul, producers of 
pressure-sensitive adhesive tapes and allied products. The 
building, to be located on Elmwood Ave., will contain 
30,000 square feet of floor space. 


Locked In! 

“Wouldn’t it be something if we were locked in?”, said 
Muriel Fleming to Josephine Zumatto, as they would up 
work at a Public National Bank & Trust Co. branch offic: 
in New York, recently. 

With that remark, the lights went out and the two 
girls found they were locked in! A telephone call brought 
the police to the rescue and they were out of the bank 
half an hour later. Bank officials, believing all the em- 
ployees had left, had locked the doors. 

Miss Fleming and Miss Zumatto told their boss the next 
day, according to the New York Telegram and Sun, that 
from now on they will be clock watchers! 


New Stencils Announced 

Two new mimeograph stencils, especially designed for 
production of multiple copies of legal documents, have 
been announced by A. B. Dick Co., 5700 West Touhy Ave., 
Chicago, manufacturers of mimeograph equipment and 
supplies. 

These new products “eliminate the need for using marginal 
lined paper as the line is die-impressed into the stencil 
and it reproduces at the time copies are mimeographed.” 
One of these new stencils has the line only die-impressed 
into it and the other has both the line and numerals (1 
through 32) die-impressed. The numerals are double 
spaced and located in accordance with standard document 
spacing. 

With these stencils and modern mimeograph equipment 
both labor and material costs are reduced and high quality 
copies are obtained. Only one typing and one proofreading 
are required and as many copies as are needed can be pro- 
duced from one typing. Corrections are made much more 
easily and quickly on stencils than on normal correspond- 
ence, carbon paper is not needed and less expensive pape 
may be used. Stencils may be filed and re-run if additional 
copies are needed later. This eliminates future re-trying and 
proofreading. 


IBM Adopts Servicemen’s Policy 

Employees with International Business Machines Corp 
New York, one year or more who enter the U. S. armed 
forces will be kept on the payroll for monthly payments 
equivalent to one-quarter of their pay up to $4,000 a year 
at the time they enlisted, were inducted or called to active 
duty, Thomas J. Watson, chairman of the board of direct 
ors announces. 

IBM will also pay the premiums on the same amount 
of National Service Life Insurance that the employee was 
receiving in IBM group insurance at the time he entered 
the armed forces, up to the government's maximum of 
$10,000. 

Additional benefits include pay for time taken in under- 
going physical examination, two weeks’ salary or wages at 
the time of induction, payment for accrued vacation time, 
and a subscription to a home-town newspaper. 

The plan is generally similar to the plan the organiza- 
tion adopted for the benefit of employees who served in 
World War II, with the addition of extending the IBM 
family hospitalization plan to cover the wives and children 
of employees in the armed forces. 

Employees entering the armed forces will be regarded 
as on military leave of absence and upon satisfactorily 
completing their military service will be reinstated with 
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fone ‘Fulton 
MARKING DEVICES 


have the quality that 
builds repeat business 


Carry a full line of these 
deluxe items 


Prompt Shipment of 
Service and Fulton Daters and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
New, Improved Dri-Kwik Stamp Pad and Ink 
Fulton Stamp Pads and Ink 
Special Rubber Stamp Inks 


Write for Catalog 


“Fulton MARKING EQUIPMENT CO. 


82 Fulton Street, Elizabeth 1, N. J. 


m FOR THE RIGHT POINTS FOR ~ 
BETTER OFFICE WRITING... CHOOSE 


| Gsterbrook 


| FOUNTAIN PENS WITH 


! 


_ “THE RIGHT POINT FOR 
THE WAY YOU WRITE” 


| 
| 
| 


Points instantly 
replaceable in 
case of dam- 
age. To select 
or replace... 
here's all you do. 


en /: y 
MADE BY THE MAKERS OF... 
Nap Fountain Pen Desk Sets 


LTA Dip-Less Writing Sots 
EEE 100! Pon Points 
LEENA Posh-Poncils 


THE ESTERBROOK PEN COMPANY, CAMDEN, N. J. 


@ 


CULOMTAL CARBON COMPA 


Mc ufacturers of Fincr Duplicating Materi 


St, 7 
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In Canada: The Brown Brothers, Lid., Toronto 


MOISTENS, DISPENSES, APPLIES 
STAMPS AND SEALS ENVELOPES 


At last a practical stamp dispenser for large or small mailings. 
Holds full roll of postage stamps. With one simple movement 
of your thumb Jiffy Mailer moistens and dispenses stamps. Ends 
licking of stamps and envelopes. Moistens labels . . . without 
removing stamps. Applies up to 2,000 stamps per hour. Clear, 
sturdy plastic. No moving parts. Satisfaction or full refund. 
Order one for each stamp denomination. Stamp 

rolls at any Post Office $1 95 


——— clip and mail coupon tod, Bass 


THE RETLAW CO., Dept. M3, 6 N. First St., Arcadia, Calif. 


Enclosed is $....... Please send ...... Jiffy Mailers to: 
DEE ation th Stben dn +004 esiacnedess aun eee See ee se 
A uf eensbepekisbnedsasbawnan Ge Te so vktndvonscussdpteaten 
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FOLDERS _—_— 
ws aes Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 7! 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. : 
In, 
New York 10, N. Y. , 
ot 
to 
m 
R 
re 
Employment Service 
M 
qu 
SALARIED POSITIONS, $3,500-$35,000. If you are considering a er 
new connection, communicate with the undersigned. We offer the ” 
original personal employment service (39 years recognized standing and as 
reputation). The precedure of highest ethical standards, is individual- in 
ized to your personal requirements and develops overtures without = 
initiative on your part. Your identity is covered and present position ed 
rotected. rite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., be 
uffalo 2, New York. ar 
. QUALIFIED MEN whose earnings have been $3,000 and up. This du 
é confidential exchange, now in its 19th year of service to high-grade mn: 
= men, specializes in individualized personal service, in epenies, contacts we 
¢ and auptiating for satisfactory salaried positions. Eugene L. Williams. | 
2220 Grace St., Richmond, Va. m 
BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg., be 
Retailing, etc. Master-Doctors Degrees. olleges-Universities. Salaries tr 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. . 
en 
ex 
to 
Help Wanted—Male dl 
ini 
ed 
BUSINESS MANAGER, 45 to 50 years of age; for large health or- sti 
ganization; only qualified person with extensive experience in office man- 
agement, accounting, purchasing, personnel practice need apply. Business re 
7 - — ~ —-—. Administration degree preferred. Write fully stating education, qualifica- 
a tions, experience; salary required. OM-83. 
"4 $1 
7 | BRANCH MANAGER WANTED—Leading steel office furniture manu- 
; facturer desires applications from men experienced selling office equipment 
| large national accounts and with ability to train and direct salesmen. 
x 
o,¢ an 
Position Wanted—Male 
ASSISTANT SALES—Advertising Manager: Over 11 years experience N. 
administrative capacity handling technical correspondence, sales-production 
—Combines the best liason system supervision. Four years successful = promotion for 
manufacturer through dealer/distributor outlets. OM-87. 
features of both lock- Ni 
ers and coat racks. | PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ ) 
| experience wage and salary administration, job analysis, evaluation and na 
| statistics. Married, 28, responsible. Re-locate. OM-85. 11 
Wraps are exposed to air | . 
- and light. Employees do | Fi 
not face the weather in | Fi 
b damp wraps that have | 
: — crumpled in dark 
ockers—do not eat soggy ‘ 
: lunches, soaked by wet | For Sale or To Buy se 
hats or gloves. Each to’ 
person has his own N 
spaced coat hanger, ven- | ‘ 
tilated hat shelf and 12” | 
x 12” x 15” deep lock | WANTED TO BUY: Remington Rand Model 85 or 285. Must be in 
box for lunches, tools | excellent condition and Remington Service Contract must be obtainable. he 
More saleable because they keep and personal effects. Write Susquehanna Waist Company, Upland, Pa. co 
wraps “in press.’ | ne 
Lockerett s space - " : 
00... . the No. 6-12 | STEEL METAL Bank Files, used. Will sacrifice. Wanted sheet steel is 
Improves health and morale—lower (2-column) — accommo- surplus or metal items. Contract sheet metal frabrications, welding, re- th 
absenteeism. dates 12 people in 6 feet: pairing etc. M. S. Alperin, Box 85, Plainville, Mass. 
the No. 9-18 (Miustrated) | st 
ace a 9 j 
Write for Bulletin OL-4 es os | AVAILABLE—2 Payroll Machines Burroughs Model 30-17-00 Multi- cu 
| total Automatic, for checkwriting, employes earnings cards, and payroll co 
| jounnals in one operation, late model, used only two years with Bur- ot! 
| roughs maintenance, high-keyboard adding machine Keyboard type. 
OM-90. 
‘| 
| ADDRESSING, Duplicating and Mailing Machines wanted and_ sold. 
| ari-Typers rebuilt and guaranteed. Big savings. Thomas Collator. | 
| The Adamm Co., 250 Third Avenue, New York City 10. Oregon 7-8765-66. Se 
VOGEL - PETERSON co. FOR A Beautiful desk plate mounted on black walnut base send $2.95 
624 So. Michigan Ave., Chicago 5, Ill. and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
| guaranteed. 
OFFICE MANAGEMENT AND EQUIPMENT November, 1950 
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full credit for continuous service with the company in 
connection with all benefits under company employee 
benefit plans. 


Reading Improvement Course 

The average educated adult has the reading speed of a 
7th grader, but a new and comprehensive course in read- 
ing improvement will correct this fault in a short period 
of time, William Schaill, president of the Reading Labora- 
tory, 500 Fifth Ave., New York, points out. Mr. Schaill 
made this statement during the filming of “The Rapid 
Reading Process,’ a Panorama Production picture to be 
released for national educational distribution December Ist. 

Comparing the results of tests conducted by the Reading 
Laboratory for the film script and those conducted by Dr. 
Murray Lincoln Miller, chief of reading improvement head- 
quarters of the Air University, Maxwell Field, Montgom- 
ery, Ala., Mr. Schaill emphazied that no one should be 
ashamed of reading poorly. Ineffective readers tested have 
include doctors, dentists, editors, top business executives, 
secretaries, school teachers and politicians. They ranged 
between 150 to 350 words per minute on material of stand- 
ard difficulty. Through the scientific training course con- 
ducted by the Reading Laboratory, 90 percent of the read- 
ing students were able to double their speed, and many 
were able to reach speeds between 800 and 1,000 words per 
minute. 

Mr. Schaill referred to Dr. Miller's recommendation, made 
before the American Management Association, that indus- 
try might well institute reading courses for those in its 
employ, especially executives. The need is great, for these 
executives have a tremendous volume of mail and reports 
to read and must necessarily comprehend more quickly. 

The Reading Laboratory is completely equipped to han- 
dle individuals or to set up training programs for large 
industrial organizations. The work of its psychologists and 
educators have produced case histories that are success 
stories and studies in human relations that are warm and 
real. 


STATEMENT OF THE OWNERSHIP, MANAGEMENT, CIR- 
CULATION, ETC., REQUIRED BY THE ACTS OF CON- 
GRESS OF AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 3, 1933, and JULY 2, 1946, of OFFICE 
MANAGEMENT & EQUIPMENT, published monthly at 
New York, N. Y., for October 1, 1950. 

1. That the names and addresses of the publisher, editor, 
and business manager are: 

an” Andrew Geyer, Inc., 212 Fifth Ave., New York 
en Thomas V. Murphy, 212 Fifth Ave., New York 10, 


, Editor, none. 

Business Manager, Donald McAllister, 212 Fifth Ave., 
New York 10, N. Y. 

2. That the owners are: Andrew Geyer, Inc., (corporate 
name), 212 Fifth Ave., New York 10, N. Y.; Mary A. Geyer, 
114 East 84th St., New York 28, N. Y.; James E. Neary, 212 
Fifth Ave. New York 10, N. Y.; Donald McAllister, 212 
Fifth Ave., New York 10, N. Y. 

3. The known bondholders, mortgagees, and other 
security holders owning or holding 1 per cent or more of 
— amount of bonds, mortgages, or other securities are: 

one. 

4. Paragraphs 2 and 3 include, in cases where the stock- 
holder or security holders appear upon the books of the 
company as trustee or in any other fiduciary relation, the 
name of the person or corporation for whom such trustee 
is acting; also the statements in the two paragraphs show 
the affiant’s full knowledge and belief as to the circum- 
stances and conditions under which stockholders and se- 
curity holders who do not appear upon the books of the 
company as trustees, hold stock and securities in a capacity 
other than that of a bona fide owner. 


DONALD McALLISTER, 
Business Manager. 


Sworn to and subscribed before me this 19th day of 
September, 1950. 

(Seal) CYRUS B. KRAUSE, Notary Public, 

New York County, State of New York. 

(My commission expires March 30, 1952.) 


November, 1950 OFFICE MANAGEMENT AND EQUIPMENT 


“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 


The most efficient and economical 
binding posts obtainable for use in 
conjunction with various types of 
STORAGE BINDERS. 
Lengths: I, 1'/, 2, 22, 3 and 4!/." 
Expansion up to 7'/2 inches 
Extension lengths and Posts with re- 
movable heads are also wdlihie. 
Prices with full details on request. 


Motters Ae ye Canadian Distributors 
aay "4 LANE, ‘tac, LUCKETT LOOSE LEAF, Ltd. 
w. Sth Street Il Charlotte Street 
e Anegles, Calif. Toronto, Ont. 
W. R. KLINE CO. 
440—73d St. Brooklyn 9, N. Y. 


Are Your Guide Tabs 
BROKEN? Cut them off and py Z 
\ 


Unbreakable Substitute with 
Spring Jaws . 
clamp them firm- 
ly to cards but 
permit removal or 
rearrangement. 


Large openings covered by transparent 
ie white, blue, green, yellow, 
nk or red 
nsertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 
CHAS. C. SMITH, Manufacturer Box 802, EXETER, NEBR. 


—RHANSON—. @ 


POSTAL SCALES 


—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. —. 


Model 1530— Parcel Post scale, capacity yes 
25 Ibs. by 1 ounce. Computes postage for é/ 
merchandise up to 25 Ibs. 


See Your Stationer 


HANSON SCALE COMPANY Est. 1888 
Chicago 22, tll. 


SALESMEN 


1950 861890 


Different? —Yes— but 
exactly alike in their 
dependence upon 
BEACH'S 
"COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 
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Pencils that can stand the gaff of 
daily office routine, and resist the 
common breakage so irritating to the 
office worker, pay you a double divi- 
dend—in lowered expense and less 
work interruption. 


Such pencils are General’s Pencils 
; because General’s are Carbo- 
Welded* to give longer, more de- 
pendable use . . . actually assure you 
of visible savings in time and money. 
Why not begin your savings now by 
ordering General’s from your dealer 
today. 


* General’s exclusive process that 
binds lead to wood in one, insepa- 
rable unit. 


Be Sure to Ask for 
These Office Leaders! 


SEMI-HEX OFFICE PENCIL 
5 degrees: No. 1-2-2 2/4-3-4 


COLOR-TEX THIN-LEAD 
(Wet-Proof) 
COLORED PENCIL 


30 Brilliant Colors 


Packaged in \4 gross boxes of one 
color, each; also in sets of 12 and 
24 assorted colors. 


GENERAL 


PENCIL COMPANY || 


67-73 Fleet Street 
Jersey City 6, N. J. 


A 
Acco Products, Inc. ...... 78 
Ace Fastener Corp. ...... 73 


B 
Bainbridge, Kimpton & 
Haupt, Inc. 


Beach Publishing Co. 


| Beckley-Cardy Co. 


Cc 
Clary Multiplier Corp 
Cole Steel Equipment Co., 


No= 


RSS 


We hs Daas eae te 


Colonial Carbon Co. 


| Commercial Controls Corp. 


Corry-Jamestown Mfg. 


Davidson Corp. 
Ditto, Inc. 


Eastman Kodak Co. 
| Emeco Corp., The 
Esterbrook Pen Co., The.. 


F 

| Faber Pencil Co., Eberhard 22 

| Friden Calculating Machine 
Co., Ine. 


| Gavrin Press, Inc., 
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